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MEMORANDUM FOR: 
FROM : 
SUBJECT : 


Deputy Director for Administration 
Director of Personnel 

Proposal to Initiate More Direct Management 
Support for the Combined Federal Campaign 
(CFC) ' 


1* Action Requested : That you take the action 
recommended in paragraph four to encourage employee partici- 
pation in the forthcoming Combined Federal Campaign. 

2. Background : Tentative plans have been made to 
conduct the 1979-1980 CFC from 20 September through 2 November. 
In the past, it has been the procedure to announce the com- 
mencement of the Campaign by means of a memorandum signed by 
the Director. Other agencies, who have conducted successful 
Campaigns in the past, have determined that although an 
announcement by the agency head does represent upper manage- 
ment support of the Campaign, this message is too general 

and impersonal to effectively solicit maximum support from 
employees. These agencies have enlisted the active participa- 
tion and support of their individual deputy directors and 
office heads. NFAC has used a similar system with great 
success. The Deputy Director of NFAC took an active interest 
in previous Campaigns by encouraging Office Heads to discuss 
current results throughout the Campaigns. Discussions and 
evaluations regarding the current CFC reports were usually 
included in the weekly Monday morning staff meeting. 

3. Staff Position : Activities such as publishing 
announcements, encouraging subordinates to participate in 

this worthwhile cause and periodic monitoring of results should 
illustrate to employees that upper management is taking posi- 
tive action and is making a definite commitment to help ensure 
that the Campaign is a success. 

4. Recommendation : It is recommended that you discuss 
the virtue of more direct management support for the Combined 
Federal Campaign at a Deputy Directors' meeting in early 
September and indicate that the Office of Personnel is eager 
to assist in any way possible. 

Harry E. F'"*" a,er 


Harry E. Fitzwater 
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EXECUTIVE ORDER 10927 

ABOLISHING THE PRESIDENT’S COMMITTEE ON FUND-RAISING 
WITHIN THE FEDERAL SERVICE AND PROVIDING FOR THE 
CONDUCT OF FUND-RAISING ACTIVITIES 


By virtue of the authority vested in me as President of the United States, it is ordered 
as follows : 

Section 1. The President’s Committee on Fund-Raising Within the Federal Service, 
established by Executive Order No. 10728 of September 6, 1957, is hereby abolished, and 
that order is hereby revoked. 

Section 2. (a) The Chairman of the Civil Service Commission shall make arrange- 
ments for such national voluntary health and welfare agencies and such other national 
voluntary agencies as may be appropriate to solicit funds from Federal employees and 
members of the armed forces at their places of employment or duty stations: 

(b) In making the arrangements required by subsection (a) of this section, the 
Chairman of the Civil ServP. Commission is authorized to consult with appropriate inter- 
ested persons and organizations, the national voluntary agencies, and the executive depart- 
ments and agencies concerned. Such arrangements shall (1) permit true voluntary giving 
and reserve to the individual the option of disclosing his gift or keeping it confidential ; 
(2) designate specific periods during which solicitations may be conducted ; and (3) provide 
for not more than three solicitations annually, except in cases of emergency or disaster 
appeals for which specific provision may be made by the Chairman of the Civil Service 
Commission. 

Section 3. This order shall not apply to solicitations conducted by organizations 
composed of civilian employees or members of the armed forces among their own members 
for organizational support or for benefit or welfare funds for their members. Such 
solicitations shall be conducted under policies and procedures approved by the head of the 
department or agency concerned. 

Section 4. All records and property of the President’s Committee on Fund-Raising 
Within the Federal Service are hereby transferred to the Chairman of the Civil Service 
Commission. 

Section 5. This order shall become effective forty-five days after its date. 


The White House 
March 18, 1961. 


John F. Kennedy 
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FOREWORD 


Government policy has long approved the solicitation of contributions 
from Federal personnel for the support of voluntary health and welfare agen- 
cies in our society. These worthy agencies complement and reinforce our tax- 
supported institutions in a manner that is vital to the community and the 
Nation. 

The fund-raising program described in this manual was established by 
the President in response to a need for orderly and effective arrangements for 
solicitations in the Federal service. It includes special provisions to insure 
true voluntary giving by civilian employees and members of the armed forces 
to the organizations that they wish to support. 

The worthwhile efforts of our voluntary agencies merit generous contri- 
butions from all F ederal personnel . I urge the heads of executive departments 
and agencies to insure that their fund-raising campaigns receive full support 
in all offices and installations of the government. 




John W. Macy, Jk. 

Chairman 


iii 
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A Loose-leaf Reference Publication 

This manual is the official medium of the 
Chairman of the U.S. Civil Service Commis- 
sion for issuing policy, procedural and infor- 
mational material of a reference nature about 
the fund-raising program in the Federal service. 
It is for the guidance of Federal officials and 
representatives of recognized voluntary health 
and welfare agencies. 

To permit the manual to be kept current 
and complete, it is in loose-leaf form and revi- 
sions are issued as replacement pages. Revised 
pages and instructions for pen-and-ink changes 
are conveyed by a numbered series of trans- 
mittal sheets. The transmittal sheets describe 
the nature of the revision, and the replacement 
pages identify the specific changes in the text 
by a star at the beginning and at the end of 
revised material. The deletion of part of a 
paragraph is indicated by two consecutive stars ; 
of an entire paragraph by a line of stars. 
Transmittal sheets should be filed in numerical 
order in the back of the book as a check on the 
receipt of all numbers issued. 

There are no binders or tabs designed spe- 
cifically for the manual. Manual material is 
punched to fit an ordinary three- ring binder. 

Information for Coordinating Purposes 

A Fund-Raising Bulletin is issued by the 
Chairman of the Civil Service Commission each 
spring to announce the national voluntary agen- 
cies approved for solicitation privileges in the 
Federal service during the ensuing fiscal year. 
It is transmitted as a change to the manual for 
inclusion in the Appendix. 

As a further aid in program administration, 
the Appendix lists the names of Federal officials 
who have special responsibilities for coordina- 
tion of fund-raising activity at the national 
level and in certain centers of Federal employ- 
ment in the field service. While reference lists 
are subject to fairly frequent change, the wide- 
spread need for this information by Federal 
personnel and voluntary agency representatives 
makes its inclusion advisable. The lists will be 
revised as needed but no more frequently than 
semiannual. 
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A detailed guideline for effective campaign- 
ing on the job is incorporated as a separate item 
in the Appendix in suitable form for reproduc- 
tion and distribution to Federal campaign offi- 
cials and key men as needed in large establish- 
ments. 

Procurement and Distribution Within the Fed- 
eral Service 

Federal departments and agencies are ex- 
pected to purchase the number of copies of the 
manual and manual revisions they need by req- 
uisition from the Government Printing Office. 
It should be distributed to all points within the 
agency that usually maintain administrative 
regulations. As a minimum, a copy of the 
manual should be available at all places of em- 
ployment or major duty stations. It may be re- 
produced for incorporation in an agency’s own 
administrative manual system. 

Purchase by Voluntary Agencies 

Voluntary health and welfare agencies and 
other non-Federal organizations cannot use the 
official requisition procedure described above. 
However, the manual may be purchased on a 
subscription basis from the Superintendent of 
Documents, Government Printing Office, W ash- 
ington 25, D.C. The subscription price covers 
the cost of the basic publication plus an in- 
definite number of revisions. Subscribers will 
be notified by the Government Printing Office 
when to renew their subscriptions. 

Inquiries About the Program 

Technical questions or complaints about the 
application of provisions of the program in con- 
nection with campaigns held in a particular de- 
partment or agency should be addressed to the 
Fund-Raising Program Coordinator of the 
agency named in the Appendix. General in- 
quiries about the program as it applies in more 
than one agency should be addressed to the ap- 
propriate Federal coordinating group listed in 
the Appendix, if there is one at the location 
involved, or to the Assistant to the Chairman, 
U.S. Civil Service Commission, Washington 25, 
D.C. 

MAY 1963 
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GENERAL INFORMATION 


1.1 PURPOSE OF THE PROGRAM. To es- 
tablish policies and procedures governing the 
solicitation of Federal military and civilian 
personnel for contributions to private chari- 
table and other humanitarian organizations. 

1.2 BACKGROUND. It has long been Gov- 
ernment policy to cooperate with and assist 
voluntary health and welfare agencies to solicit 
funds from Federal personnel in support of 
their worthy causes. Some years ago, however, 
the increasing number of fund drives began to 
create an administrative burden. Federal offi- 
cials found themselves besieged by dozens of 
agencies seeking endorsements and the privilege 
of soliciting employees on the job. Employees 
were vexed, and frustrated at the multiplicity 
of appeals — as many as 10 to 20 a year in some 
departments. After extensive study of the situ- 
ation, a uniform program was established in 
1956 to limit the number of campaigns and in- 
sure true voluntary giving by Federal person- 
nel. The program was monitored by the Presi- 
dent’s Committee on Fund Raising Within the 
Federal Service until the committee was abol- 
ished and its responsibilities assigned to the 
Chairman of the U.S. Civil Service Commis- 
sion by Executive Order 10927 of March 18, 
1961. 

1.3 SCOPE. The program governs all fund 
raising by private voluntary agencies among 
Federal employees and members of the armed 
forces at their places of employment or duty 
stations. Thus, it is applicable to the 5 million 
civilian and military personnel of all executive 
departments and agencies wherever stationed 
throughout the world. It does not apply to 
solicitations by organizations of Federal em- 
ployees or members of the armed forces among 
their own members for organizational support 
or for benefit or welfare funds for their mem- 
bers. These solicitations are excepted from the 
uniform program by section 3 of Executive 
Order 10927 and are conducted under rules 
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approved by the head of the department or 
agency concerned. 

1.4 LEGAL AUTHORITY. The policies and 
procedures prescribed in this manual are di- 
rected to the heads of all executive departments 
and agencies under the authority of Executive 
Order 10927. 

1.5 SUMMARY DESCRIPTION OF THE 
PROGRAM 

.51 Eligibility of National Vohmtary Agencies . 
National voluntary agencies apply to the Chair- 
man of the Civil Service Commission for on- 
the-job solicitation privileges in the Federal 
Government. He issues annually a list of agen- 
cies which have been found acceptable under 
prescribed standards as to program objec- 
tive, administrative integrity, and financial 
responsibility. 

.52 Assigned Campaign Periods. Federal 
fund-raising campaigns are assigned to fall, 
winter, or spring periods. In the United States, 
generally the fall period is allocated to united 
funds, community chests, or other local feder- 
ated groups; the winter period to national 
health agencies and international relationship 
agencies ; and the month of March to the Amer- 
ican Red Cross, except in communities where 
it participates in a local united fund. Overseas, 
the fall is assigned to international relationship 
agencies, the winter to national health agencies, 
and the March periqd to the Red Cross. 

.53 Joint Arrangements . Recognized national 
voluntary agencies which have been assigned to 
the same period are required to coordinate solic- 
itation arrangement^ at all locations where they 
run campaigns. Thus, for example, the winter 
period in the United States has concurrent 
campaigns by a group of national health agen- 
cies and a group of international relationship 
agencies. Group campaigns are developed by 
the participating agencies under administrative 
arrangements which provide for individual 
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agency identification, educational opportuni- 
ties for each agency, and allocation of contribu- 
tions in accordance with the specific designa- 
tions by donors. 

.54 Dece ntralized Operations. Voluntary agen- 
cy representatives initiate campaigns in their 
assigned periods by direct contact with the 
heads of Federal offices and installations in local 
communities. Each Federal agency conducts a 
personal solicitation among its employees, using 
campaign materials, supplies and speakers fur- 
nished by the voluntary agencies. 

.55 Voluntar y Solicitation Met hods . Em- 
ployee solicitations are conducted during duty 
hours using methods which permit true volun- 
tary giving and reserve to the individual the 
option of disclosing his gift or keeping it con- 
fidential. 

.56 Ojf-the-job Solicitation . Many worthy 
voluntary agencies do not participate in the on- 
the-job program because they do not wish to 


join in its coordinated arrangements or because 
they cannot meet the requirements for eligibil- 
ity. Such agencies may, of course, solicit Fed- 
eral employees at their homes, as they do other 
citizens of the community, or appeal to them 
through union, veteran, civic, professional or 
other private organizations to which they be- 
long. In addition, limited arrangements may 
be made for off -the- job solicitation on military 
installations and at entrances to Federal build- 
ings. 

1.6 GENERAL POLICY ON CIVIC ACTIV- 
ITY. Federal personnel are encouraged to 
participate actively in the work of recognized 
voluntary agencies — as members of policy 
boards or committees, heads of local campaign 
units, or volunteer workers — to the extent con- 
sistent with agency policy and prudent use of 
official time. They are encouraged, also, to 
devote as much of their private time as possible 
to such volunteer work in the public interest. 
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ORGANIZATION AND FUNCTIONAL RESPONSIBILITIES 


National Level 

2.1 DEVELOPMENT OF POLICY AND 
PROCEDURES 

.11 Chairman of the Civil Service C ommission. 
The Chairman is responsible under Presidential 
authority for establishing fund-raising policies 
and procedures in the executive branch. With 
the advice of interested organizations and the 
Federal departments and agencies, he makes all 
basic policy, procedural, and eligibility deci- 
sions for the program. 

.12 Advisory Gov/noil, The Council is com- 
posed of four members appointed by the Chair- 
man to assist and advise him in the development 
of policies, procedures, and eligibility require- 
ments. Its membership is representative of the 
Voluntary agencies which participate in the 
Federal program, as follows : 

a. The President of the American National 
Reel Cross. 

b. The President of the United Community 
Funds and Councils of America, Inc. 

c. The President of a participating national 
health agency, as designated on a rotating 
basis. 

d. The President of a participating interna- 
tional agency, as designated on a rotating 

.13 C Appointed by the 
Chairman, this group provides direct working 
participation by Federal agencies and employee 
organizations in the development of the pro- 
gram. It is composed of a selected number of 
Fund-Raising Program Coordinators from the 
executive departments and agencies and the 
presidents, or their personal representatives, of 
the largest employee organizations in the Fed- 
eral service. It acts through general meetings 
and ad hoc working corqmittees. 

.14 Eligibility The Board consists of 

a chairman and four members selected by the 


Chairman from the membership of the Coor- 
dinating Group. It is responsible for recom- 
mending to the Chairman : 

a. Eligibility determinations on national vol- 
untary agencies. 

b. Assignment of campaign periods. 

c. Decisions on emergency or disaster appeals. 

d. Decisions on jurisdiction under section 3 
of the Executive Order, i.e. whether a spe- 
cial agency solicitation is properly exempt 
from the Federal program. 

e. Modification of eligibility standards and 
requirements as needed. 

2.2 PROGRAM ADMINISTRATION 

,21 Federal Agency Heads. The head of each 
executive department and agency is responsible 
for : 

a. Seeing that voluntary fund-raising within 
his department or agency is conducted in 
accordance with the policies and proce- 
dures prescribed by this manual. 

b. Designating a top-level representative as 
Fund-Raising Program Coordinator to 
work with the Chairman of the Civil Serv- 
ice Commission as necessary in the admin- 
istration of the fund-raising program 
within his department or agency. 

.22 Fund-Raising Program C oordinators . The 
responsibilities of agency Fund-Raising Pro- 
gram Coordinators are to: 

a. Cooperate with the Chairman of the Civil 
Service Commission and the representa- 
tives of national voluntary agencies in the 
development and operation of the program. 

b. Maintain direct liaison with the Office of 
the Chairman in the administration of the 
program. 

c. Publicize program requirements through- 
out the department or agency. 

d. Answer inquiries about the program from 
officials and employees of the department 
or agency and from external sources. 
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e. Investigate and arrange for any necessary 
corrective action on complaints alleging 
violation of program requirements within 
offices or installations of the department or 
agency. 

A list of the Fund-Raising Program Coordi- 
nators is included in the APPENDIX. 

2.3 PROGRAM COORDINATION. The Of- 
fice of the Chairman, Civil Service Commission, 
coordinates the administration of the fund- 
raising program by the departments and 
agencies and maintains liaison with national 
voluntary agencies. 

Local Community Level 

2.4 LOCAL VOLUNTARY AGENCY REP- 
RESENTATIVES. State and local repre- 
sentatives of the recognized voluntary agencies 
are furnished policy and procedural guidance 
on the Federal program by their national or- 
ganizations. They are responsible for : 

a. Initiating local campaigns in the Federal 
establishment. 

b. Furnishing educational and other cam- 
paign materials, speakers, and operational 
forms and envelopes appropriate to the 
Federal program. 

2.5 LOCAL FEDERAL AGENCY HEADS. 
The heads of local Federal offices and installa- 
tions are furnished the instructions in this man- 
ual by direction from the heads of their depart- 
ments and agencies. They are responsible for : 

a. Cooperating with State or local representa- 
tives of approved voluntary agencies and 
with the local Federal coordinating group, 
where one exists, in organizing local Fed- 
eral campaigns. 

b. Undertaking official campaigns within 
their offices or installations and providing 
active and vigorous support with equal em- 
phasis for each authorized campaign. 

c. Seeing that personal solicitations on the 
job are organized and conducted in ac- 
cordance with the procedures in Chapter 5. 

d. Insuring that authorized campaigns are 
kept within reasonable administrative 
limits of official time and expense. 

2.6 LOCAL FEDERAL COORDINATING 
GROUPS. In local areas where there are a 


number of Federal offices and installations some 
interagency coordination is necessary in order 
to achieve effective community- wide campaigns 
and to improve general understanding and com- 
pliance with the program. The responsibility 
for local coordination is assigned by the Chair- 
man of the Civil Service Commission to exist- 
ing organizations of Federal agency heads 
where possible and to special committees at 
other locations where coordination is needed. 

.61 Authorized Groups. Coordinating respon- 
sibility is assigned to the following organiza- 
tions : 

a. Federal Executive Boards . These boards 
exist in principal cities of the United 
States for the purpose of improving ex- 
ecutive branch cooperation. They are 
composed of local Federal agency heads 
who have been designated by the heads of 
their departments and agencies under 
authority of the President’s Memorandum 
of November 10, 1961. 

b. Federal Business Associations. These are 
self-organized associations of local Fed- 
eral officials which exist at many points 
of Federal concentration for the purpose 
of general interagency cooperation. 

e. Fund-Raising Program Coordinating 
Committees , These committees are estab- 
lished in other communities as needed, un- 
der the authority of E.O. 10927. Leader- 
ship in organizing such a committee is the 
responsibility of the head of the local Fed- 
eral installation having the largest number 
of civilian and military personnel. The 
committees are composed of local Federal 
agency heads or their designated personal 
representatives and have self-determined 
organizational arrangements. 

A list of local F ederal coordinating groups is in- 
cluded in the APPENDIX. 

.62 Coordinating Responsibilities . Within the 
limits of the policies, procedures and ar- 
rangements made nationally, the fund-raising 
responsibilities of local Federal coordinating 
groups are to : 

a. Facilitate local campaign arrangements. 
To the extent needed or requested by volun- 
tary agency representatives, the coordinat- 
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ing group (1) recommends high-level 
chairmen for the authorized Federal cam- 
paigns, (2) provides lists of Federal activ- 
ities and their personnel strength, (3) 
cooperates on interagency briefing sessions 
and kick-off meetings, and (4) supports 
appropriate publicity measures needed to 
assure campaign success. 

b. Improve understanding and compliance 
with program, policies and procedures . 
Each local Federal agency head receives 
fund-raising directives through his agency 
channels and can raise questions by the 
same means. However, the coordinating 
group serves as the central medium for re- 
solving such questions locally to the extent 
possible without referral to the national 
level. 

c. Interpret the program to community lead- 
ers. The fund-raising program is respon- 
sive to the needs of a great many voluntary 
agencies, but it cannot accommodate to 
the desires and methods of all. The coor- 
dinating group (1) explains to community 
leaders the special arrangements and con- 
ditions of the Federal program and the 
considerations which entered into its devel- 
opment, and (2) publicizes appropriate 


information regarding the response of 
Federal military and civilian personnel to 
the approved campaigns. 

d. Act upon local campaign problems. Work- 
ing relations between voluntary agencies 
and local Federal leaders are generally 
well established and operating problems 
are at a minimum. While continuing this 
high level of effective cooperation, the co- 
ordinating group is responsible for acting 
upon any problems of apparent noncom- 
pliance by voluntary agencies with the 
campaign arrangements and procedures of 
the Federal program. 

e. Communicate with the Office of the Chair- 
man of the Civil Service Commission. The 
coordinating group refers unresolved local 
fund-raising questions or problems that are 
common to several agencies direct to the 
Office of the Chairman for decision. 
Single-agency problems are referred 
through customary agency channels. The 
Chairman of the Civil Service Commission 
communicates directly with the Chairman 
of the local coordinating group when in- 
formation about the local fund-raising 
situation is needed. 
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CAMPAIGN ARRANGEMENTS FOR VOLUNTARY AGENCIES 


3.1 TYPES OF VOLUNTARY AGENCIES. 
Voluntary agencies are private, self-governing 
organizations financed primarily by contribu- 
tions from the public. Some are national in 
scope, with a national organization and state or 
local chapters or affiliates. Others are pri- 
marily local both in form of organization and 
extent of services. The Federal program in- 
volves solicitation arrangements for four broad 
categories of such agencies : 

a. Local health, welfare, or recreational serv- 
ice agencies, such as visiting nurse associa- 
tions, homes and clinics for children and 
the aged, and neighborhood centers for 
youth recreation and guidance. 

b. National and international welfare, recre- 
ational service and emergency relief — the 
American National Red Cross. 

c. National health agencies providing re- 
search and public education on a national 
basis in addition to local services, such as 
the American Cancer Society and Ameri- 
can Heart Association. 

d. National agencies having an international 
relationship function which involves 
health, welfare or freedom-building pro- 
grams in foreign countries, such as CARE 
and Radio Free Europe. 

3.2 TYPES OF FUND-RAISING METH- 
ODS. The methods used by voluntary agencies 
in public fund raising are usually characterized 
as federated or independent. A federated cam- 
paign typically is one conducted by a local com- 
munity chest, or by a united fund when the 
local Red Cross chapter participates. In these 
cases local voluntary agencies join contractually 
into a single organization for fund-raising pur- 
poses. Usually they also admit local chapters 
or affiliates of some national agencies as partici- 
pating members. An independent campaign is 
one conducted by a local or national voluntary 
agency through its own fund-raising organiza- 


tion. Some national agencies conduct only in- 
dependent campaigns, as a matter of agency 
policy. Others campaign independently or 
participate in federation depending upon local 
circumstances and the admission policies of 
local federated groups. 

3.3 CONSIDERATIONS IN MAKING 
FEDERAL ARRANGEMENTS. With the 
number of worthy voluntary agencies and their 
major differences in organization and fund- 
raising policy, coordinated arrangements are 
necessary in order to provide Federal employees 
an opportunity, within reasonable administra- 
tive expense, to contribute to the agencies of 
their choice. Basic arrangements are made na- 
tionally in view of the national scope of many 
of the voluntary agencies. 'Campaign opera- 
tions are decentralized under provisions that 
accommodate to the varying situations in local 
communities. Both federated and independent 
fund-raising policies are supported since each 
responds to a legitimate purpose of the volun- 
tary agencies involved. However, in order to 
keep the number of on-the-job solicitations to 
the practical minimum independent appeals 
must be grouped into joint campaigns of 
agencies having similar characteristics, e.g. the 
National Health Agencies, the Joint Crusade 
(of international relationship agencies), and 
the American Overseas Campaign. 

3.4 DEFINITION OF TERMS USED IN 
FEDERAL ARRANGEMENTS 
.41 Domestic Area, The 50 United States, the 
Panama Canal Zone, and the Commonwealth of 
Puerto Rico. 

.42 Overseas Area. All other points in the 
world where Federal employees or members of 
the armed forces are stationed. 

.43 Federated Community . A location within 
the domestic area where a federated fund- 
raising program is operated by national and 
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local voluntary agencies through a community 
chest, united fund or other local federated 
group which is a member in good standing of, 
or is recognized by, the United Community 
Funds and Councils of America, Inc. 

■ 14 Non federated Community. A location 
within the domestic area where there is no fed- 
erated fund-raising program or where the fed- 
erated program does not include any national 
voluntary agency of the types defined in para- 
graphs 3.45 and 3.46. 

.45 Recognized National Voluntary Agency. 
An agency which has been declared eligible by 
the Chairman of the Civil Service Commission 
for participation in independent or joint cam- 
paigns in the Federal establishment. 

.46 National Voluntary Agency “Supported 
Primarily through United Funds and Commu- 
nity Chests.” An agency which generally solic- 
its within the Federal establishment as a partici- 
pating member of community chests* united 
funds or other local federated groups which are 
members in good standing of, or are recognized 
by, the United Community Funds and Councils 
of America, Inc., for example, United Service 
Organizations, Inc. (USO). Such an agency 
is not recognized for participation in independ- 
ent or joint campaigns except with respect to 
nonfederated communities and the overseas 
area. 

3.5 POLICIES GOVERNING FEDERAL 
ARRANGEMENTS 

.51 Campa i gn A rrange men ts Established Na- 
tionall y. The basic campaign arrangements in 
this chapter have been established by the Chair- 
man of the Civil Service Commission after con- 
sultation with representatives of national vol- 
untary agencies, the executive departments and 
agencies, and Federal employee organizations. 
Commitments are made nationally in order to 
make it possible for the independent national 
voluntary agencies to develop and administer 
joint campaigns in the Federal establishment. 
Therefore, local Federal agency heads are not 
authorized to vary from the established ar- 
rangements except to the extent that local vari- 
ations are expressly provided for. 

■32 Number of Solicitation s . Not more than 
three solicitations on the jobVvill be made annu- 


ally at any location, on behalf of voluntary 
health, welfare, or international relationship 
agencies, except in the case of an emergency or 
disaster appeal for which specific prior approv- 
al 1ms been granted by the Chairman of the 
Civil Service Commission. At locations where 
the Red Cross part icipates in a local federated 
campaign not more than two such solicitations 
will be made annually. 

•33 No Duplicate or Supplemental, Campaigns . 
No voluntary agency may be permitted to so- 
licit Federal personnel at place of employment 
or duty station more than once in any year 
except in the case of an approved emergency 
or disaster appeal. 

■34. Responsible Conduct. Solicitation privi- 
leges may be withdrawn from a voluntary 
agency at any time by the Chairman of the Civil 
Service Commission, after due notice and op- 
portunity for consultation, in the event it fails 
to adhere to the eligibility requirements, pol- 
icies and procedures of the Federal program. 

.55 Federated Campaigns 

.551 Authorization. A local community 
chest, united fund or other local federated group 
which is a member in good standing of, or is 
recognized by, the United Community Funds 
and Councils of America, Inc. is authorized on- 
the-job solicitation privileges in its local cam- 
paign area. 

.552 Other Agencies Excluded . In a fed- 
erated community as defined in paragraph 3.43, 
local voluntary agencies and national voluntary 
agencies “supported primarily through united 
funds and community chests” are not authorized 
to solicit on the job except as participating mem- 
bers of the local fund or chest. 

.553 Single Fund -Raising Agency. A local 
community chest, united fund or other local fed- 
erated group will be considered and supported 
as a single agency in order to safeguard its con- 
tractual agreements with members as to the 
distribution of gifts. Whether gifts may be 
designated to specific member agencies is gov- 
erned by local policy of the federation. 

.554 “Causes” Excluded. Solicitation for a 
health “cause,” e.g. for “Mental Health,” “Heart- 
Disease,” without identification of the specific 
voluntary agency for which the funds are 
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sought, is not authorized. If “causes” are listed 
within the framework of a united fund or com- 
munity chest all funds collected from Federal 
personnel must be allocated only to specific vol- 
untary agencies in accordance with the con- 
tractual agreements of the fund or chest. 

.555 Campaign Period. The fall of the year 
is reserved for community chest, united fund, 
and other local federated campaigns or coor- 
dinated solicitations in the Federal establish- 
ment. 

.56 Coordinated Solicitations in Nonfederated 
Communities and Mixed Areas. 

.561 Nonfederated Communities. In a non- 
federated community as defined in paragraph 
3.44, recognized national voluntary agencies and 
national voluntary agencies “supported primar- 
ily through united funds and community chests” 
are eligible to participate with purely local vol- 
untary agencies in a coordinated solicitation 
during the fall of the year. Purely local vol- 
untary agencies must have earned good will and 
acceptability within the overall geographic 
area covered by the campaign. The eligibility 
of local agencies desiring to join in the solicita- 
tion will be determined by the local Federal co- 
ordinating group where one exists.* The stand- 
ards in Chapter 4 will be used as guidelines in 
determining eligibility. The local and national 
voluntary agencies that are eligible to partici- 
pate in a coordinated solicitation will be respon- 
sible for developing an appropriate fund-rais- 
ing organization to handle all phases of the 
campaign. Campaign arrangements in con- 
sonance with the Federal program will be 
worked out by the local Federal coordinating 
group with the local voluntary fund-raising 
organization. 

.562 Mixed Areas. In an area where a Fed- 
eral installation overlaps or is part of two or 
more federated or nonfederated communities, 
the Federal coordinating group* is authorized 
to develop a coordinated solicitation best suited 
to the needs of the locality. Arrangements in 
consonance with the Federal program will be 


"•See APPENDIX for locations. In tho absence of an au- 
thorized Federal coordinating group, eligibility determina- 
tions may be made by the head of the Federal installation 
concerned. If there is more than one Installation a Fund- 
Raising Program Coordinating Committee as described in 
paragraph 2.61c should be established for this purpose. 
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worked out on a mutually agreeable basis with 
the representatives of the local and national 
voluntary agencies and federated groups in 
adjacent or nearby communities in which the 
Federal personnel reside. 

.57 Independent Campaigns 

.571 American National Red Cross. The 
month of March is reserved for independent 
campaigns by the Hed Cross at all locations 
where it is represented by a chapter : 

a. Which does not participate in a united 
fund or other federated campaign. 

b. Which is organized to serve the community 
within which or nearby is located the Fed- 
eral office or installation. 

.572 Joint Campaigns of Other Recognized 
National Voluntary Agencies. Joint cam- 
paigns are authorized under administrative ar- 
rangements developed by and mutually accept- 
able to the participating voluntary agencies, 
which must include the following conditions : 

a. Joint and Concurrent Operation. Eecog- 
nized national health agencies will conduct 
one joint campaign and international rela- 
tionship agencies another; the two groups 
will solicit concurrently in the same period 
at all authorized locations. 

b. Authorized Locations — Health Agencies. 
Each recognized national health agency 
may participate at those locations where it 
is represented by a state or local chapter or 
affiliate : 

(1) Which does not participate in a local 
united fund or community chest cam- 
paign. 

(2) Which is organized to serve the com- 
munity within which or nearby is lo- 
cated the Federal office or installation. 

(3) Which shares fully in the planning, 
work and expense of the local joint 
campaign. 

Each voluntary agency's designated rep- 
resentative will annually certify in writing 
to the appropriate state coordinating com- 
mittee of the Federal Service Campaign 
for the National Health Agencies a list of 
the locations in the state (counties) where 
its chapters or affiliates meet the required 
conditions. 
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c. Authorized Locations — International Re- 
lationship Agencies . Each recognized 

international relationship agency may par- 
ticipate at those locations where an author- 
ized representative shares fully in the 
planning, work and expense of the local 
joint campaign. 

d. Agency Identification. Each participat- 
ing national agency will be specifically 
identified by name in the joint campaign 
material provided to potential givers. 

e. Educational Opportunity. Each partici- 
pating national agency will be allowed to 
tell about its purpose and program in the 
campaign material provided to potential 
givers. 

f. Designation of Gifts . Each participating 
national agency will receive intact all gifts 
specifically designated to it by givers. 

g. Campaign. Period. The joint campaigns 
will be conducted concurrently in one of 
the following periods : 

(1) January 1 to February 15— in com- 
munities where the local Red Cross 
chapter conducts an independent cam- 
paign during March. 

(2) Any continuous 6 weeks’ period be- 
tween January 1 and April 30— at all 
other locations in the domestic area. 
The exact period is locally determined 
by the joint campaign organizations. 

*58 Oversea s Campaigns 
.581 American National Red Cross. An in- 
dependent campaign is authorized at all loca- 
tions during the month of March. When re- 
quired in order to meet special conditions in 
their areas, overseas military commanders may 
authorize a variation from this assigned period, 
by mutual agreement with appropriate Red 
Cross officials. Such variation may not conflict 
with the periods reserved for the other author- 
ized overseas campaigns. 

^.582 Joint Campaigns of Other National 
I oluntary Agencies. Joint campaigns are au- 
thorized at all locations under administrative 
arrangements developed by and mutually ac- 
ceptable to the participating voluntary agencies, 
as follows : 

a. National Health Agencies. Each national 

health agency recognized for campaigns 
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in the domestic area may participate in an 
overseas campaign in the 6-weeks’ period 
January 1 to February 15. 

b. A merican Overseas Campaign. Each in- 
ternational relationship agency recognized 
for campaigns in the domestic area, and 
any national voluntary agency recognized 
for campaigns overseas only, may partici- 
pate in an overseas campaign in the fall 
of the year. 

.583 Local Voluntary Agency Campaigns. 
The heads of overseas offices and installations 
may, in their discretion, permit the solicitation 
of their military and civilian personnel for 
purely local voluntary agencies. Such cam- 
paigns will be conducted in accordance with 
the basic policies and procedures of the Federal 
program and at times which do not conflict with 
the periods reserved for the campaigns of recog- 
nized national voluntary agencies. The eligi- 
bility standards in Chapter 4 may be used as 
guidelines in determining the eligibility of local 
voluntary agencies. Federal leadership in or- 
ganizing such campaigns will be assumed by 
the head of the overseas Federal establishment 
having the largest number of U.S. personnel in 
the locality of the campaign. 

.584 Optional Participation by Certain Ci- 
vilian Agencies. k ederal civilian departments 
and agencies which have traditionally consid- 
ered their overseas personnel as members of the 
National Capital Area for fund-raising pur- 
poses may continue this practice. 

3.6 OFF-THE-JOR SOLICITATION AT 
PLACES OF EMPLOYMENT. The pro- 
gram for on-the-job solicitation cannot accom- 
modate to the various fund-raising policies and 
methods of all worthy voluntary agencies. 
However, in the discretion of the local Federal 
agency heads concerned, voluntary agencies 
which are not recognized for the on-the-job 
program may be authorized oif-the-job solic- 
itation privileges at places of employment under 
the condit ions sped fied below. Since dual solic- 
itation is not authorized, this privilege cannot 
be made available to any voluntary agency that 
is included, independently or as a member of 
a federated campaign, in the on-the-job 
program. 
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.61 Family Quarters on Military Installations. 
In the discretion of the local commander, 
worthy voluntary agencies may be permitted to 
solicit at private residences or at similar on -post 
family public quarters in unrestricted areas of 
military installations. However, such solicita- 
tion may not be conducted by military or civil- 
ian personnel in their official capacity either 
during duty or nonduty hours, nor may such 
solicitation be conducted as an officially com- 
mand-sponsored fund-raising project. This re- 
striction is not intended to prohibit nor to dis- 
courage military and civilian personnel from 
otherwise participating as private citizens in 
voluntary agency activities during their off- 
duty hours. 

.62 Public Entrances of Federal Buildings and 
Installations . Worthy voluntary agencies 


which engage in limited or specialized methods 
of solicitation — for example, the use of 
“poppies” or other similar tokens by veterans 
organizations — may be permitted to solicit at 
entrances or in concourses or lobbies of Federal 
buildings and installations, provided that such 
locations are normally open to the general pub- 
lic. The heads of the Federal agencies occupy- 
ing the building or installation may authorize 
this privilege in their discretion. The agree- 
ment with the local representatives of the volun- 
tary agency will specify the authorized loca- 
tions, the number of solicitors that may be used, 
and any other reasonable limitations considered 
necessary. Where appropriate, the occupant 
Federal agencies concerned will coordinate the 
granting of any such privilege with the build- 
ing or installation manager. 
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ELIGIBILITY REQUIREMENTS FOR NATIONAL VOLUNTARY AGENCIES 


4.1 PURPOSE. These eligibility requirements 
are established to insure that : 

a. Only responsible and 1 worthy voluntary 
agencies are permitted to solicit on the job 
in Federal installations. 

b. The funds contributed by Federal person- 
nel will be used effectively for the an- 
nounced purposes of the soliciting agency, 
and 

c. All recognized national agencies have field 
organizations capable of participating 
equitably in the joint campaign arrange- 
ments required by the Federal program. 

4.2 GENERAL REQUIREMENTS 

.21 Type of Agency. Only nonprofit, tax- 
exempt agencies having specific functions in 
the fields of health, welfare or recreational serv- 
ices, or in the improvement of international 
relationships consistent with the policies of the 
U.S. Government may be approved. Agencies 
which are supported primarily through united 
funds and community chests will not be recog- 
nized for participation in independent or joint 
campaigns except with respect to nonfederated 
communities and the overseas area. 

.22 Integrity of Operations. Only agencies 
having a high degree of integrity and respon- 
sibility in the conduct of their affairs will be 
approved. Funds contributed to such organi- 
zations by Federal personnel must be used effec- 
tively for the announced purposes of the agency. 
.23 Avoidance of Competition. To avoid so- 
licitation competition, approval will not be 
granted to more than one national health agency 
within a single field which deals with physical 
handicap or disease. 

.24 National Scope. The agency must demon- 
strate that : 

a. It is organized on a national scale with a 
national association which is representa- 
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tive of its constituent parts and which, 
through its board of directors, exercises 
close supervision over the operations and 
fund-raising policy of its local chapters 
or affiliates. 

b. It has earned good will and acceptability 
throughout the United States, particularly 
in cities or communities within which or 
nearby are Federal offices or installations 
with large numbers of personnel, 
c-. It has enough fund-raising representatives 
at decentralized locations to be able to 
enter into full participation with a group 
of agencies in the conduct of local cam- 
paigns throughout the United States, 

d. If a national health agency, it has a well- 
defined national program involving re- 
search, education, and community services 
with sufficiently developed local chapter 
or affiliate coverage to implement its na- 
tional program in cities or communities 
within which or nearby are Federal offices 
or installations with large numbers of 
personnel. 

.25 Type of Campaign. Approval will be 
granted only for fund-raising campaigns in sup- 
port of current operations. Capital fund cam- 
paigns are not authorized. Agencies must ob- 
serve the policy and procedural requirements 
for fund raising in the Federal service. 

4.3 SPECIFIC REQUIREMENTS 
.31 Program. An active and necessary pro- 
gram with particular regard to the welfare of 
the public and the persons served ; evidence of 
consultation and cooperation with established 
agencies in the same or related fields; and effi- 
cient operations. 

.32 Volunteer Control, Direction of the orga- 
nization by an active, voluntary board of direc- 
tors which serves without compensation, holds 
regular meetings, and exercises effective admin- 
istrative control . 
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.33 Finances. Maintenance of a financial sys- 
tem which includes accounting procedures ac- 
ceptable to an independent certified public 
accountant and conduct of fiscal operations in 
accordance with a detailed annual budget, pre- 
pared and approved at the beginning of the 
year by the board of directors with prior au- 
thorization by the board of any significant vari- 
ations from the approved budget. 

.34 Fund-Raising Practice . Publicity and pro- 
motional activities based upon the actual pro- 
gram and operations of the agency ; protection 
afforded against unauthorized use of agency 
contributors’ lists ; no payment of commissions 
for fund-raising; no mailing of unordered tick- 
ets or commercial merchandise with a request 
for money in return ; and no general telephone 
solicitation of the public. 

.35 Annu al Report . Preparation of an annual 
report which includes a full description of the 
agency’s activities and the names of chief ad- 
ministrative personnel. 

.36 Financial Report s. Preparation of finan- 
cial reports in reasonable detail, certified by an 
independent certified public accountant. 

.37 Sourc e of Funds and Costs Report . Filing 
of special report with Chairman of the Civil 
Service Commission which discloses the agency’s 
sources of funds, fund-raising expense, and use 
of net funds in its most recent fiscal year. 

4.4 APPLICATION REQUIREMENTS 
.41 Exemptions. The American National Red 
Cross and local community chests, united funds 
or other federated groups which are members in 
good standing of, or are recognized by, the 
United Community Funds and Councils of 
America, Inc. are exempt from these applica- 
tion requirements. 

.42 Annual Application . To be considered for 
solicitation privileges in domestic or overseas 
campaigns in the Federal service, each national 
voluntary agency must file application annually. 

■43 Time and Place of F iling . Application is 
filed with the Office of the Chairman, U.S. Civil 
Service Commission, Washington 25, D.C., and 
must be postmarked on or before March 1. Ap- 
plicants are urged to file in January or early 
February if possible. 
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.44 EMaibility Decisions. Decisions as to eligi- 
bility are made by the Chairman, with the assist- 
ance of an eligibility board of government offi- 
cials and employee organization leaders, and 
are based upon the information filed with the 
agency’s application and other sources such as 
reports of the National Information Bureau. 
.45 Notice of Decis ion. Applicants are notified 
of the decisions on their applications approxi- 
mately one month after filing. 

.46 Form and Content of Application. Appli- 
cations shall be filed in the following form, with 
the information, documents and data specified : 

a. Corporate Name and Fiscal Year. 

b. Origin , Purpose and Structure of Organi- 
zation. Furnish information to show 
agency meets the General Requirements 
stated in section 4.2. Applications limited 
to overseas campaign privileges only will 
be considered under modified requirements 
for paragraphs 4.24 b, c, and d. 

c. Chapters , Affiliates or Representatives. 
Furnish a list of chapters, affiliates or rep- 
resentatives arranged by (1) U.S. Civil 
Service Regions, (2) alphabetical order 
by states in each region, and (3) under 
the states, by cities with chapter, affili- 
ate or representative by names and ad- 
dresses. If application is for renewal of 
recognition currently in force a copy of the 
prior year’s listing updated by pen and ink 
changes is acceptable. The regional areas 
are as follows : 

Ohio 

Wisconsin 
ST. LOUIS REGION 

Iowa 
Kansas 
Minnesota 
Missouri 
Nebraska 
North Dakota 
South Dakota 

SEATTLE REGION 

Alaska 
Idaho 
Montana 
Oregon 
Washington 

NEW YORK REGION 

New Jersey- 
New York 
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BOSTON REGION 

Connecticut 
Maine 

Massachusetts 
New Hampshire 
Rhode Island 
Vermont 

PHILADELPHIA REGION 

Delaware 
Maryland 
Pennsylvania 
Virginia 
West Virginia 

CHICAGO REGION 

Illinois 
Indiana 
Kentucky 
Michigan 
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ATLANTA REGION 

Alabama 
Florida 
Georgia 
Mississippi 
No. Carolina 
So. Carolina 
Tennessee 
Commonwealth of 
Puerto Rico 

DALLAS REGION 

Arkansas 

Louisiana 


Oklahoma 

Texas 

DENVER REGION 

Arizona 
Colorado 
New Mexico 
Utah 
Wyoming 

SAN FRANCISCO REGION 

California 

Hawaii 

Nevada 


Central Office 
National Capital Area 
Panama Canal Zone 

d. Program (sec. 1^.31). Outline the pro- 
gram. List the names of other national 
voluntary agencies which offer similar 
services covering the whole or a part of the 
same field of activity and state past and 
current relationships with such agencies. 

e. V ohmteer Control (sec. 4*32). Describe 
board of directors’ administrative activity 
in past year and list board members’ names, 
addresses and businesses or professions. 


f. Finances (sec. 4.33). Furnish certifica- 
tion by an independent certified public ac- 
countant of compliance with an acceptable 
financial system. 

g. Fund-Raising Practice (sec. 4-34) • State 
compliance with all factors. 

h. Annual Report (sec. 4-35). Furnish copy 
of latest annual report. 

i. Financial Reports (sec. 4*36). Furnish 
copy of latest financial report. 

j. Source of Funds and Costs Report (sec. 
4-37). ^Furnish report in appropriate 
format as shown in the APPENDIX : For- 
mat A for national health agencies, For- 
mat B for international service agencies.^ 

4.5 PUBLIC ANNOUNCEMENT OF EEC- 
OGNIZED AGENCIES AND ASSIGNED 
PEBIODS. The Chairman of the Civil Serv- 
ice Commission issues a bulletin in the spring 
of each year to announce the names of all vol- 
untary agencies recognized for the ensuing fis- 
cal year and to specify the periods assigned for 
their solicitations within the Federal service. 
The annual fund-raising bulletin is included in 
the APPENDIX. 


FEDERAL FUND-RAISING MANUAL 

Approved For Release 2001/09/04 : CIA-RDP85-00375R000200040001-6 


JUNE 1964 



Approved For Release 2001/09/04 : CIA-RDP85-00375R000200040001-6 


CHAPTER 5 


17 


CAMPAIGN PRACTICES AND PROCEDURES 


5.1 PURPOSE OF AUTHORIZED CAM- 
PAIGNS. The program for fund raising within 
the Federal service is in recognition of the 
importance of voluntary agencies in our free 
society — agencies which complement and 
strengthen our tax- sup ported services in a man- 
ner which is vital to the well-being of the 1 Amer- 
ican people. Their voluntary services to human 
needs — in local communities and on the 
national and international scene — depend upon 
contributions of funds from the public. And 
the primary source is employed persons — those 
with jobs and regular income who recognize a 
social and civic responsibility to share in help- 
ing their fellow man. Solicitation of employees 
on the job is authorized in the Federal service, 
as in most other large organizations, in order to 
assist voluntary agencies in obtaining the funds 
to continue their worthy programs. Thus, the 
purpose of our approved campaigns is to famil- 
iarize Federal personnel with the human needs 
that are being met by voluntary programs and 
to encourage them to contribute a fair amount 
of the financial support required. 

5.2 TRUE VOLUNTARY GIVING. True 
voluntary giving is the free response of an in- 
dividual to an appeal which gives him full 
knowledge of the human needs at stake and 
encourages him to contribute generously in rela- 
tion to his financial ability and his responsibil- 
ity as a good citizen* 

Before the present program was inaugurated, 
the lack of official guidelines for the conduct of 
campaigns had resulted in employee com- 
plaints — warranted or unwarranted — about 
coercion by management personnel to force con- 
tributions on an involuntary basis. The Pres- 
ident’s concern that this not occur forms the 
basis for the express injunction of Executive 
Order 10927 that fund-raising arrangements 
“shall permit true voluntary giving and reserve 
to the individual the option of disclosing his 
gift or keeping it confidential.” Any practice 
that involves compulsion, coercion, or reprisal 
directed to the individual serviceman or civilian 
employee because of the size of his contribution 
or his failure to contribute has no place in the 


Federal program. Coercive practices debase 
the; spirit and purpose and violate the letter of 
the Executive Order. 

It is incumbent upon the heads of Federal 
offices and installations to see that management 
and supervisory personnel and other campaign 
workers are expressly informed of the Presi- 
dent’s policy. Negative practices are no sub- 
stitute for the organized, intensive encourage- 
ment of voluntary contributions which is 
contemplated by the Federal program. 
^Employees should be informed that if they 
believe that in violation of the President’s policy 
they have been subjected to compulsion, coercion 
or reprisal in connection with a fund-raising- 
appeal for voluntary agencies, they may file a 
complaint under the agency’s grievance proce- 
dure or, at their option, they may file a com- 
plaint directly with the Civil Service Commis- 
sion without going through the grievance 
procedure,^ 

5.3 CAMPAIGN OBJECTIVES 

a. To inform Government people of the es- 
sential role that voluntary agencies play 
in the community and the nation and their 
need for public support. 

b. To provide an opportunity for every in- 
dividual to donate to specific worthy agen- 
cies for purposes with which he is familiar 
and which he wants to support. 

c. To seek 100 percent voluntary participa- 
tion while preserving the individual’s 
right to give or not to give. 

d. To stimulate generous giving in relation 
to the ability of the giver while preserving 
his right to give in a confidential manner 
if he chooses to do so-. 

5 .4 ORGANIZATION FOR SOLICITA- 
TION 

.41 Management and Employee Organization 
Support. The importance of meeting human 
needs through our voluntary agencies and of 
assisting Federal personnel to discharge their 
social and civic responsibility without fear of 
coercion calls for solid understanding, backing 
and cooperation from all levels of management 
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and from employee organizations. The head of 
each Federal installation is responsible for pro- 
viding local leadership to each authorized 
campaign by : 

a. Cooperating with voluntary agency rep- 
resentatives and the heads of other Fed- 
eral agencies in the community wide effort. 

b. Advance planning and activation of an 
effective campaign organization in his own 
installation. 

c. Enlisting the participation and support of 
employee organization leaders where 
possible. 

d. Personal endorsement and follow up 
through messages to all employees and con- 
tacts with management and supervisory 
staff. 

.42 Advance Planning and Organ ization. Ad- 
vance planning and activation of the campaign 
organization requires : 

a. Selecting a campaign chairman or project 
officer, division chairmen and keymen who 
are able and enthusiastic. 

b. Briefing of management staff, campaign 
workers, and employee organization lead- 
ers on the policies of the Federal program 
and the educational material and adminis- 
trative details involved in the campaign. 

c. Clear assignment of responsibilities for 
general publicity, kick-off rallies, indoc- 
trination meetings, and person-to-person 
solicitation — and for effective supervision, 
follow up, and progress reporting at each 
echelon of the campaign organization. 

These steps are primary and essential. A de- 
tailed guideline for effective campaigning is 
incorporated in the APPENDIX. 

.43 Reyman Responsibilities , A key man is se- 
lected for the personal solicitation of about 25 
employees, more or less, depending upon the 
unit organization. He should be chosen for his 
leadership qualifications, compatibility with co- 
workers, and motivation toward successful per- 
formance. Since he is acting, in effect, as an 
agent of the recognized voluntary agencies in 
contacting potential contributors it is impor- 
tant that each keyman be given a thorough 
briefing on the program and purpose of the 
participating voluntary agencies, preferably by 


representatives of the fund-raising agencies 
themselves. The keyman’s responsibilities are to : 

a. Personally contact each prospective con- 
tributor in the assigned group and give 
him the educational literature and con- 
tributor’s cards or envelopes appropriate 
to the campaign. 

b. Explain the services performed by the 
voluntary agencies and answer any ques- 
tions about them and the Federal fund- 
raising program. 

c. Urge a generous gift, with the goal of 100 
percent voluntary participation in mind; 
where appropriate call attention to local 
fair-share giving guides and arrangements 
for pledges to be paid on the installment 
plan. 

d. Collect employee contributions, forward 
them and make reports in accordance with 
local arrangements for the particular 
campaign. 

e. Where authorized in the particular de- 
partment or agency, collect installment 
pledges when due. 

5.5 DOLLAR GOALS, FAIR SHARE 
GUIDES AND INSTALLMENT PLEDGES 
.51 Dollar Goals or Quotas . In united fund 
and community chest campaigns, in coordinated 
solicitations in nonfoderated communities and 
mixed areas, and in Red Cross campaigns in the 
domestic area, the local Federal agency head 
may accept an equitable dollar goal or quota 
representing his installation’s share of the 
overall dollar goal for the community. When 
so accepted, the dollar goal for the installation 
may be allocated in the form of subgoals to 
principal divisions of the installation. The as- 
signment of a dollar goal or quota to an indi- 
vidual potential contributor is absolutely pro- 
hibited. Dollar goals are not authorized in the 
National Health Agencies and International 
Service Agencies campaigns in the domestic area 
nor in any overseas campaigns. 

.52 Fair-Share Giving Guides . In campaigns 
which have dollar goals, campaign materials 
may include what the voluntary agencies con- 
sider one’s fair share of responsibility toward 
the success of the campaign. These suggestions 
are developed by the soliciting agencies for the 
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giver’s guidance and education, and are per- 
missible in the Federal program. However, 
there shall be no requirement that individual 
employees meet such guides when making gifts , 
and care should be taken to see that the fair- 
share guide is not misrepresented as an indi- 
vidual “assessment” or “quota.” 

.53 Installment Pledges. In campaigns which 
have dollar goals, the voluntary agencies may 
provide for deferred payment of contributions 
through installment pledges. 

.531 Employer Collection . Federal agencies 
may make provision for keyman collection of 
installment pledges. Whether this will be done 
is in the discretion of each Federal department 
and agency. Discretionary authority may be 
redelegated to the heads of local installations. 
An agency undertaking to collect employee 
pledges may specify (a) the number and timing 
of periodic installments allowed to an individ- 
ual contributor, and (b) the keyman collection 
system to be used. Payment through a payroll 
deduction system is not authorized. 

.532 Keyman Collection Systems . The sys- 
tems used for collection of installment pledges 
are usually called Keyman A or Keyman B. 
Keyman A provides for notification of the em- 
ployees when installations are due and for key- 
man follow-up and collection of installments. 
Keyman B provides only for collection stations 
where installments may be turned in by contrib- 
utors; it does not involve notification of in- 
stallments due or keyman follow-up. Under 
both systems, the follow-up of any delinquent 
installment payments — and all servicing of con- 
fidential gift installment pledges — will be done 
directly by the voluntary agencies involved. 

5.6 CONFIDENTIAL CONTRIBUTIONS 
.61 Policy. The privilege of each Federal con- 
tributor to disclose his gift or keep it confiden- 
tial is mandatory in all campaigns. This right 
of privacy is safeguarded through the contribu- 
tor’s option to use a sealed envelope in making 
his donation whether by cash, check or pledge. 
He need not place his name on the envelope used 
and it will not be entered by any other person. 
No effort may be made by any Federal official 
or employee to determine the amount of a con- 
tribution submitted in a confidential manner. 


.62 Keyman Procedures . 

.621 Solicitation. Each potential giver must 
be given full opportunity to exercise his option 
to disclose the amount of his gift or keep it con- 
fidential. No action which might be coercive or 
contrary to the principles of true voluntary 
giving is permitted. 

.622 Collection and Recording . When a con- 
tributor makes his gift by sealed envelope, with 
or without his name on it, the keyman will pre- 
serve the confidentiality of the gift. He will 
only verify that the contributor’s envelope bears 
the appropriate department or agency identifi- 
cation, and will write it on if necessary, in or- 
der to insure its safe transmittal and account- 
ability. Where an individual receipt is called 
for by campaign procedures, he will furnish the 
contributor a receipt leaving blank the amount 
of the gift. The keyman will forward the 
sealed contributor envelopes in his Keyman En- 
velope. When sealed envelopes do not bear the 
contributor’s name, the keyman will not list the 
name on his contributor’s list or tally sheet but 
merely show the number of such anonymous 
contributions. 

.623 Installment Pledges. The keyman will 
not handle the follow-up and collection of in- 
stallments on pledges which have been made in 
a confidential manner. 

.63 Reports from Voluntary Agencies. The 
feedback reports from voluntary agencies will, 
show the total amount of contributions, includ- 
ing the total in sealed envelopes, for each key- 
man’s contributors list. Voluntary agency re- 
ports will not show the amounts of individual 
contributions. 

5.7 GENERAL PRIVACY OF CONTRIBU- 
TIONS. The amounts of individual donations 
will not be made public or revealed to other per- 
sonnel except in connection with the routine 
collection and forwarding of contributions and 
installment pledges from contributors who 
have chosen not to avail themselves of the con- 
fidential envelope procedure. To avoid any 
possibility of coercive persuasion aimed at the 
upgrading of an individual’s gift, Federal offi- 
cials or employees will not prepare or utilize for 
solicitation purposes lists of individuals reveal- 
ing their previous gifts. Voluntary agencies 
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will not publicize lists of Federal contributors 
showing the amounts of their donations. 

5.8 RAFFLES, LOTTERIES AND OTHER 
SPECIAL PROCEDURES PROHIBITED. 
The program for fund raising on the job has 
only one authorized procedure: personal solici- 
tation of each potential contributor by desig- 
nated keymen. Raffles, lotteries, carnivals, 
benefits and other special fund-raising proce- 
dures are contrary to Federal policy and are 
prohibited. 

5.9 CAMPAIGN MATERIALS 

.91 F ur nishe d by Voluntary Agencies . All ed- 
ucational material and operational forms and 
envelopes for Federal campaigns must be fur- 
nished by the participating voluntary agencies. 
.9 2 Prov isions for Confidential Giving . 
a. In community chest, united fund, and Red 
Cross campaigns, the campaign literature 
and individual contributor’s card (pledge 
card if used) must notify the contributor 
of his right and option to enclose his gift 
and pledge card in a sealed envelope. He 
may use any envelope for this purpose. 
The voluntary agencies are not required to 


furnish envelopes for individual con- 
tributors. ★if the required notice is not 
contained in the material furnished by the 
campaign organization,* Federal agencies 
should provide this notice by preparing 
an insert to the materials or arranging for 
oral instructions by the keymen. The pro- 
vision involved is an express requirement 
of E.O. 10927.* 

b. In the National Health Agencies, Joint 
Crusade, and American Overseas Cam- 
paigns, the voluntary agencies will provide 
an envelope for each potential giver which 
shall bear on it a request to the contributor 
to enclose his gift and seal the envelope. 

.93 Recording and Fo rwarding Contributions. 
The campaign literature should contain instruc- 
tions to agency campaign chairmen and keymen 
on the procedures for recording and forwarding 
contributions. Contributors lists or tally 
sheets, key man’s envelopes, and campaign re- 
port envelopes should bear printed instructions 
for their use. 


★♦This may occur through error or oversight, or in loca- 
tions where so few Federal employees are involved that it is 
impractical for the campaign organization to provide a 
special notice.'^ 
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AGENCY FUND-RAISING PROGRAM COORDINATORS 


Agriculture 

* Joseph M. Robertson 

American Battle Monuments Commission 
Harvey E. Conway 
Atomic Energy Commission 
♦Harry S. Traynor 

Board of Governors, Federal Reserve System 
H. F. Sprecher, Jr. 

Bureau of the Budget 
*E. Charles Woods 
Central Intelligence Agency 
Emmett D. Echols 
Civil Aeronautics Board 
★John W. Dregge^ 

Civil Service Commission 
David F. Williams 
Commerce 

Herbert W. Klotz 
Council of Economic Advisers 
★Joseph J. Walka^ 

Department of Defense 
Office of the Secretary 

* Everett L. Butler 
Department of the Army 

* Everett L. Butler 

Lt. Col. John L. Sullivan 
Department of the Navy 
‘“★Harold W. Boyles^ 

♦Cmdr. J. W. Hughes, USN 
Department of the Air Force 
’“Benjamin W. Fridge 
♦Col. George R. Ashley 
Emergency Planning, Office of 
Hubert R. Gallagher 
Export-Import Bank 
John R. Crown 
Farm Credit Administration 
James E. Pitts, Jr. 

Federal Aviation Agency 

* Robert H. Willey 

Federal Communications Commission 
Ben F. Waple 

Federal Deposit Insurance Corporation 
Floyd E. Tift 

Federal Home Loan Bank Board 
★Charles M. Dulin^ 

Federal Mediation & Conciliation Service 
Jack R. George 
Federal Power Commission 
Milton A. Pilcher 


♦Also member of Fund-Raising’ Coordinating Group. 


Federal Trade Commission 
John A. Delaney 

Foreign Claims Settlement Commission 
★Marion J. Coltrin^ 

General Accounting Office 
♦John F. Feeney 

General Services Administration 
♦John II. Finlator 
Government Printing Office 
Harry E. Hull 

Health, Education, and Welfare 
♦Rufus E. Miles, Jr. 

Housing and Home Finance Agency 
Lewis E. Williams 
Interior 

♦George E. Robinson 
Interstate Commerce Commission 
Bernard F. Schmid 
Justice 

John W. Adler 
Labor 

♦Robert K, Salyers 
Library of Congress 
Elizabeth W. Ridley 

National Aeronautics and Space Administration 
♦Robert J. Lacklen 
National Capital Housing Authority 
Donald P. Libera 

National Capital Planning Commission 
★Wilmer C. Dutton, Jr.^ 

National Capital Transportation Agency 
J. Neal Tomey 

National Labor Relations Board 
Daniel E. Matthews 
National Mediation Board 
Thomas A. Tracy 
National Science Foundation 
★George Pilarinos^ 

Panama Canal Company 
♦Col. W. P. Leber 
Post Office 

★Fred Cashman^ 

Railroad Retirement Board 
Howard W. Habermeyer 
Renegotiation Board 
Robert F. Haggerty 
Securities and Exchange Commission 
William E. Becker 
Selective Service System 
Lt. Gen. Lewis B. Hershey, USA 
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Small Business Administration 
Edwin Z. Holland 
Smithsonian Institution 
E. L. Roy 
Soldiers' Home 
Brig. Gen. John F. Cassidy 
State 

William J. Crockett 
Subversive Activities Control Board 
Robert K. Thurber 
Tariff Commission 
Donn N. Bent 


Tax Court of the United States 
O. W. Schoenfelder 
Tennessee Valley A uthority 
♦John E. Massey 
Treasury 

♦Paul McDonald 
U.S. Information Agency 
★Lester E. Edmond^ 
Veterans Administration 
♦A. II. Monk 


♦Also member of Fund-Raising Coordinating Group. 
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FIELD COORDINATING GROUPS 


The jurisdiction of local Federal coordinating groups 
ordinarily coincides with the campaign area of the 
local united fund or community chest. At some loca- 
tions, coordination extends over a wider area. The 
designation (CFO) after place names indicates loca- 
tions where a Combined Federal Campaign was held 
in fall 1967. 

Alabama 

Anniston (CFC) 

Lt. Colonel Edwin F. Patterson, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters, U.S. Army School/Training Center 
Fort McClellan, Ala. 36201 

Birmingham (CFC) 

Mr. E. J. Listerman, President 
Federal Executives Association 
Social Security Administration 
2225 Third Avenue North 
Birmingham, Ala. 35203 

Huntsville (CFC) 

Mr. Robert A. Malone, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Army Missile Command 
AMSMI-XB, Building 5250 
Redstone Arsenal, Ala. 35809 

Mobile 

Mr. Martin J. Johnson, President 
Federal Executives Association 
Social Security Administration 
218 St. Francis Street 
P.O. Box 1150 
Mobile, Ala. 36601 

Montgomery 

Mr. John D. Williams, President 

Montgomery Association of Federal Administrators 

Assistant Postmaster 

110 Post Office Building 

Montgomery, Ala. 36101 

Muscle Shoals 

Mr. Sidney Painter, Chairman 
Fund-Raising Program Coordinating Committee 
Tennessee Valley Authority 
Muscle Shoals, Ala. 35660 

Selma 

Lt. Colonel Jack N. Denton, Chairman 
Fund-Raising Program Coordinating Committee 
Chief of Personnel (PP) 

Craig Air Force Base, Ala. 36701 


Alabama — Continued 
Tuscaloosa (CFC) 

Mr, Chosley R. Johnson, Jr., Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
Tuscaloosa, Ala. 35401 

Alaska 

Anchorage (CFC) 

Colonel Alfred Johnson, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters, 21st Air Base Croup ( AAC) 
Elmendorf Air Force Base 
APO Seattle, Wash. 98742 

Fairbanks (CFC) 

Lt. Gilbert R. Edwards, Chairman 
Fund-Raising Program Coordinating Committee 
USARL Yukon Command and Fort Wainwright 
APO Seattle, Wash. 98731 

Kodiak 

Captain Ira M. Rowell, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Naval Station, Kodiak 
FPO Seattle, Wash. 98790 

Arizona 

Flagstaff (CFC) 

Mr. Ward Olson, Chairman 
Fund-Raising Program Coordinating Committee 
Navajo Army Depot 
Flagstaff, Ariz. 86001 

Phoenix (CFC) 

Mr. George D. Patterson, President 
Phoenix Federal Executive Association 
Internal Revenue Service 
Room 2047, Federal Building 
230 N. 1st Avenue 
Phoenix, Ariz. 85025 

Tucson 

Lt. Colonel Samuel J. Thomas, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters, 803d Combat Support Group (SAC) 
Davis-Monthan Air Force Base, Ariz. 85707 

Yuma (CFC) 

Mr. C. W. Hetrick, Chairman 
Fund-Raising Program Coordinating Committee 
Bureau of Reclamation 
Bin 5569 

Yuma, Ariz. 85361 
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Arkansas 

Blythcville 

Captain Conrad P. Marcotte, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters, 97th Combat Support Group (SAC) 
Blytheville Air Force Base, Ark. 72315 

Irittle Rock (CFC) 

Mr. Fred W. Johnson, President 

Tattle Rock Federal Executive Association 

Internal Revenue Service 

700 W. Capitol 

Little Rock, Ark. 72203 

Pine Bluff (CFC) 

Mr. C. J. Maupin, Chairman 

Fund-Raising Program Coordinating Committee 
Pine Bluff Arsenal 
Pine Bluff, Ark. 71601 

California 

Bar stow (CFC) 

Brig. General J. E. Herbold, Jr., Chairman 
Fund-Raising Program Coordinating Committee 
Marine Corps Supply Center 
Barstow, Calif. 92313 

Corona (CFC) 

Mr. Marvin L. Guthrie, Chairman 
Fund-Raising Program Coordinating Committee 
Office Services Division (Code 22) 

U.S. Naval Ordnance Laboratory 
Corona, Calif. 91720 

Fresno (CFC) 

Mr. Robert P. Sanders, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Post Office 
Fresno, Calif. 93721 

Indian Wells Valley (CFC) 

Mr. James H. McGlothlin, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Naval Ordnance Test Station 
China Lake, Calif. 96105 

Los Angeles (CFC) 

Brig. Gen. Arthur E. Exon, Chairman 
Los Angeles Federal Executive Board 
Department of the Air Force 
11099 South La Cienga Blvd. 

Los Angeles, Calif. 90045 

Marysville-Yuba City 
Lt. Colonel R. E. Shadwell, Jr., Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 14th Strategic Aerospace Division 
(SAC) 

Beale Air Force Base, Calif. 95903 


California — Continued 

Merced (CFC) 

Lt. Colonel John C. Thygerson, Chairman 
Fund-Raising Program Coordinating Committee 
P.O. Box 2421 

Castle Air Force Base, Calif. 95340 

Redding (CFC) 

Mr. Felix Dashen, Chairman 

Fund-Raising Program Coordinating Committee 

Shasta Field Division 

Bureau of Reclamation 

Redding, Calif. 96001 

Sacramento (CFC) 

Mr. R. Schnapp, Chairman 

Fund-Raising Program Coordinating Committee 
Sacramento Air Materiel Area 
McClellan Air Force Base 
Sacramento, Calif. 95652 

San Bernardino (CFC) 

Colonel William F. Stewart, Chairman 

Fund-Raising Program Coordinating Committee 

2848th Air Base Group 

Norton Air Force Base 

San Bernardino, Calif. 92400 

San Diego (CFC) 

Rear Admiral Marshall E. Dornin, Chairman 
Fund-Raising Program Coordinating Committee 
11th Naval District 
San Diego, Calif. 92130 

San Francisco (CFC) 

Mr. Robert B. Strauss, Chairman 
San Francisco Federal Executive Board 
Small Business Administration 
450 Golden Gate - Box 36044 
San Francisco, Calif. 94102 

San Jose (CFC) 

Captain James V. Rowney, Chairman 

Fund-Raising Program Coordinating Committee 

U.S. Naval Air Station 

Moffett Field 

San Jose, Calif. 94035 

Santa Ana (CFC) 

General W. G. Thrash, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Marine Corps Air Station 
Ei Toro, Calif. 92630 

Santa Barbara (CFC) 

Colonel Earle E. Scotland, Chairman 
Fund-Raising Program Coordinating Committee 
4392d Aero Space Support Group ( SAG) 
Vandenberg Air Force Base, Calif. 1)3437 
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California — Continued 

Twenty nine Palms (CFG) 

Major J. A. Mallery, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Marine Corps Base 
Twentynine Palms, Calif. 92278 

Vallejo (CFC) 

Colonel Edward D. Lynch, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters, 60th Military Airlift Wing (MAC) 
Travis Air Force Base, Calif. 94535 

Ventura (CFC) 

Rear Admiral Marshall W. White, Chairman 
Fund-Raising Program Coordinating Committee 
Pacific Missile Range 
Code O 

Pt. Mugu, Calif. 93041 

Colorado 

Colorado Springs (CFC) 

Chairman, Fund-Raising Program Coordinating Com- 
mittee * 

Commanding General 
5th Infantry Division 
Fort Carson, Colo. 80913 

Denver (CFC) 

Dr, William T. Van Orman, Chairman 
Denver Federal Executive Board 
Department of Health, Education, and Welfare 
Room 9017, Federal Building 
Denver, Colo. 80202 

Mesa County (CFC)‘ 

Mr. Ernest R. Leinberger, Chairman 
Fund-Raising Program Coordinating Committee 
Social Security Administration 
P.O. Box 2607 

Grand Junction, Colo. 81501 
PueUo (CFC) 

Mr. Robert W. Rush, Chairman 
Fund-Raising Program Coordinating Committee 
Pueblo Army Depot 
Pueblo, Colo. 81001 

Connecticut 

Hartford 

Mr. Frank A. Giorgio, Chairman 

Fund-Raising Program Coordinating Committee 

U.S. Department of Labor 

Post Office Building 

Hartford, Conn. 06103 


Connecticut — Continued 

Hew Haven 

Mr. Frank Lattanzi, Chairman 

Fund-Raising Program Coordinating Committee 

U.S. Post Office 

New Haven, Conn. 06501 

New London-Oroton-Norwich (CFC) 

Captain W. A. McGuinness, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Naval Submarine Base New London 
Groton, Conn. 06342 

Delaware 

Dover (CFC) 

Colonel Harry M. Odren, Chairman 
Fund-Raising Program Coordinating Committee 
Dover Air Force Base 
Dover, Del. 19901 

Florida 

Cape Kennedy (CFC) 

Mrs. Mary B. Fouraker 
Canaveral Federal Management Association 
Department of Air Force 
P.O. Box 4888 

Patrick Air Force Base, Fla. 32925 

Jacksonville (CFC) 

Captain R. P. Tabb, President 
Federal Executive Association 
U.S. Army Engineer District 
P.O. Box 4970 
Jacksonville, Fla. 32201 

Key West (CFC) 

Captain John D. Shea, Jr., Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Naval Station 
Key West,- Fla, 33040 

Miami (CFC) 

Mr. Paul Boatman, Chairman 

Greater Miami Federal Executive Council 

Federal Aviation Administration 

P.O. Box 2014, AMF Branch 

Miami, Fla. 33159 

Milton (CFC) 

Captain Richard II. Mills, Chairman 
Fund-Raising Program Coordinating Committee 
Naval Auxiliary Air Station 
Whiting Field 
Milton, Fla. 32570 
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Florida— Continued 

Orlando 

Colonel K. Wayne Claybaugh, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters, 306th Combat Support Group (SAC) 
McCoy Air Force Base, Fla. 32812 

Pensacola (CFC) 

Rear Admiral Dick H. Guinn, Chairman 
Fund-Raising Program Coordinating Committee 
Chief of Naval Air Basic Training 
U.S. Naval Air Station 
Pensacola, Fla. 32508 

Sanford (CFC) 

Captain Herbert N. Houck, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Naval Air Station 
Sanford, Fla. 32771 

Tampa . 

Mr. Walter C. Youngs, Jr., President 
Tampa Bay Area Association of Federal Administra- 
tors 

Atomic Energy Commission 
Bryan Dairy Road N. 

St. Petersburg, Fla. 33733 

Georgia 

Albany 

Major Roger E. Shafer, Chairman 
Fund-Raising Program Coordinating Committee 
Marine Corps Supply Center 
Albany, Ga, 31704 

Atlanta (CFC) 

Mr. James G. Rogers, Chairman 
Atlanta Federal Executive Board 
Federal Aviation Administration 
P.O. Box 20636 
Atlanta, Ga. 30309 

Augusta 

Colonel Joe M. Sanders, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Army School/Training Center 
Fort Gordon, Ga. 30905 

Brunswick (CFC) 

Captain Chester H. Dorchester, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Naval Air Station 
Glynco, Ga. 31523 

Macon (CFC) 

Colonel Joseph E. Cahill, Chairman 
Fund-Raising Program Coordinating Committee 
Warner Robins Air Materiel Area 
Robins Air Force Base, Ga. 31409 


Georgia — Continued 

Savannah (CFC) 

Mr. W. J. Crumps, Co-Chairman 

Fund-Raising Program Coordinating Committee 

Corps of Engineers 

P.O. Box 889 

Savannah, Ga. 31402 

Valdosta 

Colonel Nathan J. Adams, Chairman 
Fund-Raising Program Coordinating Committee 
Hq. 3550th Pilot Training Wing ( ATC) 

Moody Air Force Base, Ga. 31601 

Hawaii 

Honolulu (CFC) 

Rear Adm. Benjamin F. Engel, Chairman 
Honolulu Federal Executive Board 
14th Coast Guard District 
677 Ala Moana 
Honolulu, Hawaii 96813 

Idaho 

Boise (CFC) 

Mr. Kenneth Tyrer, President 
Boise Federal Executive Council 
Federal Housing Administration 
Boise, Idaho 83707 

Illinois 

Champaign 

Mr. Eldon B. Colegrove, Chairman 
Fund-Raising Program Coordinating Committee 
Farm Home Administration 
Federal Building No. 14 
Champaign, 111. 61820 

Chicago (CFC) 

Mr. Fred B. Farrell, Chairman 
Chicago Federal Executive Board 
Federal Highway Administration 
18209 Dixie Highway 
Homewood, 111. 60400 

Danville (CFC) 

Mr. Charles E. Williamson, President 
Danville Council of Federal Agencies 
U.S. Department of Agriculture 
230 West Main Street 
Danville, 111. 61832 

J oliet 

Mr. H. L. Dean, Chairman 

Fund-Raising Program Coordinating Committee 
U.S. Army Ammunition Procurement and Supply 
Agency 

Joliet, 111. 60436 
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Illinois — Continued 

Rock Island 

Mr. Harold Sedrel, Chairman 
Fund-Raising Program Coordinating Committee 
Rock Island Arsenal 
Rock Island, 111. 61201 

Springfield (CFC) 

Mr. Jay G. Philpott, Chairman 

Fund-Raising Program Coordinating Committee 

Internal Revenue Service 

P.O. Box 1468 

Springfield, 111. 62705 

Indiana 

Crane (CFC) 

Commander F. W. Chase 
Executive Officer 
Naval Ammunition Depot 
Crane, Ind. 47522 

Fort Wayne 

Mr. Eugene J. Gabriel, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Post Office 
Fort Wayne, Ind. 46802 

Indianapolis 

Mr. J. C. Robison, President 
Indianapolis Council of Federal Agencies 
Veterans Administration Regional Office 
Room 206, Century Building 
36 South Pennsylvania Street 
Indianapolis, Ind, 46204 

Peru (CFC) 

Colonel Lee E. Baker, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 305th Combat Support Group < SAC) 
Bunker Hill Air Force Base 
Peru, Ind. 46970 

Iowa 

Des Moines 

Mr. Walter Ferguson, President 
Federal Executive Council 

Agricultural Stabilization and Conservation Service 
Room 931, Federal Office Bldg. 

Des Moines, Iowa 50309 

Sioux City 

Mr. Daniel K. Murphy, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Post Office 
Sioux City, Iowa 51101 


Kansas 

Fort Riley (CFO) 

Chairman, Fund-Raising Program Coordinating 
Committee 

Headquarters Fort Riley 
Attn. ALRGP-PSD 
Fort Riley, Kans. 66442 

Leavenworth (CFC) 

Colonel Paul M. Morrill, Chairman 
Fund-Raising Program Coordinating Committee 
Assistant Chief of Staff G-l 
Fort Leavenworth, Kans. 66027 

Topeka (CFC) 

Mr. Ernest A. Kjorlie, President 
Topeka Federal Business Association 
VA Hospital 
Topeka, Kans. 66601 

Wichita (CFC) 

Mr. Warren P. Hurst, President 

Federal Executives Association 

Federal Aviation Administration Municipal Airport 

Wichita, Kans. 67209 

Kentucky 

Lexington 

Mr. G. R. Zarrett, Chairman 
Fund-Raising Program Coordinating Committee 
Lexington-Blue Grass Army Depot 
Lexington, Ky. 40507 

Louisville (CFC) 

Mr. Icen E. Wilson, President 
Federal Executives Association 
Social Security Adm. 

620 South 5th St. 

Louisville, Ky. 40202 

Louisiana 

Alexandria (CFC) 

Mr. J. B. Earle, President 

Rapides Parish Federal Executive Association 

Soil Conservation Service 

3737 Government Street 

Alexandria, La. 71301 

New Orleans 

Mr. Glenn P. Clasen, President 
Federal Executives Association 
Equal Employment Opportunity Commission 
1711 Masonic Temple Bldg. 

New Orleans, La. 70130 
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Louisiana — Continued 

Shreveport-Bossier City (CFC) 

Colonel J. P. Moore, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 2d Combat Support Group ( SAG) 
Barksdale Air Force Base, La. 71110 

Maine 

Augusta (CFC) 

Mr. Harry V. Flussi, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Center 
Togus, Maine 04333 

Bangor 

Colonel Grover Y. Greene, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters, 397th Combat Support Group (SAC) 
Dow Air Force Base, Maine 04401 

Limestone 

Colonel Robert G. Woda, Chairman 
Fund-Raising Program Coordinating Committee 
42d Combat Support Group (SAC) 

Loring Air Force Base, Baine 04750 

Maryland 

Bainbridg e-Perry Point (CFC) 

Captain R. H. Bowers, USN, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Naval Training Center 
Bainbridge, Md. 21905 

Baltimore (CFC) 

Capt. Charles F. Scharfenstein, Jr., President 
Federal Business Association of Maryland 
U.S. Coast Guard Yard 
Curtis Bay, Md. 21226 

Frederick County (CFC) 

Mr. Ernest W. Taverner, Chairman 
Fund-Raising Program Coordinating Committee 
Building 820, Fort Detrick 
Frederick, Md. 21701 

Indian Head (CFC) 

Mr. P. Foster, Chairman 

Fund-Raising Program Coordinating Committee 
U.S. Naval Propellant Plant 
Indian Head, Md. 20390 

Lexington Park ( CFC ) 

Captain C. L. Lambing, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Naval Air Station 
Patuxent River, Md. 20670 


FEDERAL FUND-RAISING MANUAL 


Massachusetts 

Barnstable Comity (CFC) 

Colonel Carl W. Bradford, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 551st Combat Support Group (ADC) 

Otis Air Force Base, Mass. 02542 

Boston (CFC) 

Mr. Albert D. O’Connor, Chairman 
Fund-Raising Committee 
Boston Federal Executive Board 
Office of Emergency Planning 
Old Marlboro Road 
Maynard, Mass. 01754 

Brockton (CFC) 

Dr. W. Winick, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
Brockton, Mass. 02401 

Lawrence 

Mr. Norman E. Morrill, Chairman 
Fund-Raising Program Coordinating Committee 
Internal Revenue Service 
310 Lowell Street 
Andover, Mass. 01812 

Spring fteld-Chicopce-JIolyoke 
Colonel Roy J. Sousley, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 814th Combat Support Group (SAG) 
Westover Air Force Base, Mass. 01022 

Michigan 

Ann Arbor 

Mr. Robert S. Via, Chairman 

Fund-Raising Program Coordinating Committee 

Veterans Administration Hospital 

2215 Fuller Road 

Ann Arbor, Mich. 48105 

Battle Creek 

Dr. A. W. Byrnes, Cha i rman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
Battle Creek, Mich. 49016 

Detroit 

Mr. George W. Young, President 

Federal Executives Association of Metropolitan Detroit 
Post Office Department 
1401 West Fort Street 
Detroit, Mich. 48233 

Givinn 

Colonel Wilson W. Howard, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 410th Bombardment Wing (SAC) 

K. I. Sawyer Air Force Base, Mich. 49842 
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Minnesota 

Fargo-Moorhead (CFC) 

Mr. Roger B. Phelps, President 
Fargo-Moorhead Federal Executives Association 
Small Business Administration 
207 N. Fifth St. 

Fargo, N.D. 58102 

Minneapolis-® t. Paul (CFO, Minneapolis) 

John Wenn, Jr., Chairman 

Minneapolis-St. Paul Federal Executive Board 

Department of Agriculture 

6400 France Ave. South 

Minneapolis, Minn. 55435 

8t. Cloud (CFC) 

Mr. Robert P. Vinall, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
St. Cloud, Minn. 56301 

Mississippi 

Bilom-Qulfport-Pascagoula ( CFC) 

Mr. C. C. Fancher, President 
Mississippi Coast Association of 
Federal Administrators 
Agricultural Research Service 
3305— 28th Ave. 

Bay St. Louis, Miss. 39501 

Columbus (CFC) 

Lt. Colonel Edward M. Jones, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 454th Combat Support Group ( SAC) 
Columbus Air Force Base, Miss. 39705 

Jackson 

Mr. T. B. Featheree, President 
Jackson Federal Executives Association 
Farmers Home Administration 
400 Milner Bldg. 

Jackson, Miss. 39201 

Missouri 

Kansas City 

Mr. Robert L. Larson, Chairman 
Kansas City Federal Executive Board 
Treasury Dept. 

P.O. Box 2509 
Kansas City, Mo. 64142 

St. Louis 

Col. Charles E. Hoskin, III, Chairman 
St. Louis Federal Executive Board 
Granite City Army Depot 
Granite City, 111. 62040 


Missouri — Continued 

Scdalia (CFC) 

Colonel Anthony W. Monaco, Jr., Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 351st Combat Support Group (SAC) 
Whiteman Air Force Base, Mo. 65303 

Springfield 

Dr. Pasquale J. Ciccone, Chairman 
Fund-Raising Program Coordinating Committee 
Medical Center for Federal Prisoners 
Springfield, Mo. 65802 

Montana 

Billings 

Mr. William Evans, President 
Billings Federal Executive Association 
Bureau of Land Management 
1015 Broadwater 
Billings, Mont, 59102 

Cascade County (CFC) 

Colonel John W. Carroll, Chairman 
Fund-Raising Program Coordinating Committee 
341st Strategic Missile Wing 
Malmstrom Air Force Base, Mont. 59401 

Missoula 

Mr. Dave Sellegren, President 
Federal Business Association 
Federal Aviation Administration 
Missoula County Airport 
Missoula, Mont. 59801 

Nebraska 

Lincoln (CFC) 

Mr. Kenneth P. Lewis, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Post Office 
Lincoln, Nebr. 68500 

Omaha (CFC) 

Col. William H. McKenzie, III, President 
Federal Business Association 
U.S. Army Corps of Engineers 
6012 U.S. Post Office & Court House 
Omaha, Nebr. 68102 

Nevada 

Las Vegas (CFC) 

Colonel Donovan L. McCance, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters, 4520th U.S. Air Force Hospital (TAG) 
Nellis Air Force Base, Nev. 89110 

Reno (CFC) 

Mr. Nolan F. Keil, President 

Reno Area Federal Executives Council 

Bureau of Land Management 

300 Booth Street 

Reno, Nev. 89502 
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New Hampshire 


New Jersey — C ontinued 


Portsmouth (CFC) 

Mr. F. W. Perkins, Chairman 

Fund-Raising Program Coordinating Committee 

Code 163 

Portsmouth Naval Shipyard 
Portsmouth, N.H. 03804 

New Jersey 

Atlantic City (CFC) 

Mr. Jack G. Webb, Chairman 
Fund-Raising Program Coordinating Committee 
National Aviation Facilities Experimental Center 
Atlantic City, N.J. 08405 

Bayonne (CFC) 

Major Ronald M. Matthews, Chairman 
Fund-Raising Program Coordinating Committee 
Military Ocean Terminal 
Bayonne, N.J. 07002 

Dover (CFC) 

Colonel Roger Ray, Chairman 
Fund-Raising Program Coordinating Committee 
Picatinny Arsenal 
Dover, N.J. 07801 

Fort Diw (CFC) 

Major General K. W. Collins, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters, U.S. Army Training Center, Infantry 
Fort Dix, N.J. 08640 

Jersey City 

Mr, Louis DiBello, Chairman 
Fund-Raising Program Coordinating Committee 
Main Post Office, Room 201 
Jersey City, N.J. 07303 

Lakehurst (CFC) 

Captain M. A. Esmiol, Jr., Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Naval Air Station 
Lakehurst, N.J. 08733 

Lyons (CFC) 

Dr. S. T. Ginsberg, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
Lyons, N.J. 07939 

Monmouth County (CFC) 

Major General W. B. Latta, Chairman 
Fund-Raising Program Coordinating Committee 
TJ.S. Army Electronics Command 
Fort Monmouth, N.J. 07703 

Newark (CFC) 

Mr. Dominick F. Rinaldi, President 

Federal Executives Association of Northern New Jersey 

Immigration and Naturalization Service 

1060 Broad Street 

Newark, N.J. 07102 
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Paterson 

Mr. Joseph Del Guidice, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Post Office 
112 Wabash Avenue 
Paterson, N.J. 07503 

Trenton 

Mr. Theodore Piela, Chairman 

Fund-Raising Program Coordinating Committee 

U.S. Post Office 

402 East State Street 

Trenton, N.J. 08608 

New Mexico 

Alamogordo (CFC) 

Col. Russell D. Hale, Chairman 

Fund-Raising Program Coordinating Committee 

6580th Air Base Group ( AFSC) 

Holloman Air Force Base, N. Mex. 88330 

Albuquerque-Santa Fe (CFC) 

Mr. Paul E. Cannon, President 

Albuquerque-Santa Fe Federal Executive Association 
Federal Aviation Administration 
P.O. Box 8502 

Albuquerque, N. Mex. 87108 

New York 

Albany 

Mr. Gerald G. Parker, President 
Federal Executive Council 
Geological Survey 
Room 342 Federal Building 
Albany, N.Y. 12201 

Buffalo 

Mr. Myron F. Blakeney, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Post Office 
Buffalo, N.Y. 14240 

Canandaigua 

Dr. J. S. Weltman, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
Canandaigua, N.Y. 14424 

Nassau- Suffolk County Area 

Colonel Francis S. Gabrcski, Chairman 

Fund-Raising Program Coordinating Committee 

Commander, 52d Fighter Wing 

Suffolk County Air Force Base, N.Y. 10901 

New York City (CFC) 

Mr. Judah Gribetz, Chairman 
New York FEB 

Department of Housing and Urban Development 
26 Federal Plaza 
New York, N.Y. 10001 
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New York — Continued 

Plattsburgh 

Colonel Leonard S. Dysinger, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 380th Strategic Aerospace Wing (SAC) 
Plattsburgh Air Force Base, N.Y. 12903 

Borne (CFC) 

Colonel F. H. Foerster, Jr., Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 2856th Air Base Group (AFLC) 
Griffiss Air Force Base, N.Y. 13440 

Romulus (CFC) 

Colonel William G. Senior, Chairman 
Fund-Raising Program Coordinating Committee 
Seneca Army Depot 
Romulus, N.Y. 14541 

Syracuse 

Dr. M. C. Thomas, President 
Syracuse Federal Executive Association 
VA Hospital 

Irving Avenue and University Place 
Syracuse, N.Y. 13210 

North Carolina 

Asheville (CFC) 

Mr. James F. Davis, President 
Asheville Federal Executive Association 
Agricultural Stabilization & Conservation Service 
45 South French Broad Avenue 
Asheville, N.C. 28801 

Charlotte 

Mr. George F. Carpenter, President 
Council of Federal Agencies 
Postmaster 

U.S. Post Office and Courthouse 
Charlotte, N.C. 28202 

Durham (CFC) 

Mr. Nelson A. Jackson, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
Fulton Street and Erwin Road 
Durham, N.C. 27705 

Goldsboro 

Lt. William H. Heck, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 4th Tactical Fighter Wing (TAC) 
Seymour Johnson Air Force Base, N.C. 27530 

Greensboro 

Mr. John O. Taylor, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Post Office 
Greensboro, N.C. 27420 

Salisbury 

Dr. H. G. Hockett, Chairman 
Fund-Raising Program, Coordinating Committee 
Veterans Administration Hospital 
Salisbury, N.C. 28144 
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North Dakota 

Grand Forks 

Major Lucien Crowder, Jr., Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 804th Combat Support Group 
Grand Forks Air Force Base, N. Dak. 58201 

Minot 

Colonel J. E. Upchurch, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 810th Strategic Aerospace Division 
(SAC) 

Minot Air Force Base, N. Dak. 58703 
Onto 

Akron 

Mr. William Duke, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Post Office 
Akron, Ohio 44309 

Canton 

Mr. Paul J. Marks, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Post Office 
Canton, Ohio 44701 

Chillicothe 

Mr. George J. Trakas, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
Chillicothe, Ohio 45601 

Cincinnati 

Mr. Joseph J. Scanlon, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Post Office 
Cincinnati, Ohio 45202 

Cleveland (CFC) 

Mr. William R, Blackwell, Chairman 
Fund-Raising Committee 
Cleveland Federal Executive Board 
VA Regional Office 
1240 East Ninth Street 
Cleveland, Ohio 44199 

Columbus 

Mr. R. M. Keane, Chairman 

Fund-Raising Program Coordinating Committee 
Defense Contract Supply Center 
Columbus, Ohio 43215 

Dayton 

Mr. Ray Q. Bumgarner, President 
Federal Executives Association 
Veterans Administration Center 
4100 West Third Street 
Dayton, Ohio 45428 

Newark (CFC) 

Mr. Edward M. LeGendre, Chairman 
Fund-Raising Program Coordinating Committee 
2802d Inertial Guidance and Calibration Group 
Newark Air Force Station 
Newark, Ohio 43055 
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Ohio— Continued 

O berlin 

Mr. George H. Campbell, Chairman 

Fund-Raising Program Coordinating Committee 

Federal Aviation Administration 

326 E. Lorain Street 

Oberlin, Ohio 

Sandusky (CFC) 

Mr. Roy Cooley, Chairman 

Fund-Raising Program Coordinating Committee 
NASA Lewis Research Center 
Plum Brook Station 
Sandusky, Ohio 

Toledo (CFC) 

Mr. Robert P. King, Chairman 

Fund-Raising Program Coordinating Committee 

Social Security Administration 

234 Summit Street 

Toledo, Ohio 43604 

Youngstown (CFC) 

Mr. Chester W. Bailey, Chairman 

Fund-Raising Program Coordinating Committee 

Postmaster 

Youngstown, Ohio 44501 

Oklahoma 

JUtits 

Colonel Jack H. Heinzel, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 11th Strategic Aerospace Wing (SAC) 
Altus Air Force Base, Okla. 73523 

Clinton 

Colonel Robert T. Calhoun, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 70th Bombardment Wing (SAC) 
Clinton-Sherman Air Force Base 
Burns Flat, Okla. 73634 

Enid 

Captain Peter Yives, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 3575th Pilot Training Wing (ATC) 
Vance Air Force Base, Okla. 73701 

Lawton 

Chairman, Fund-Raising Program Coordinating 
Committee 

Commanding General 
Army Artillery and Missile Center 
Attn : AKPSIGP-PS 
Fort Sill, Okla. 73503 

Oklahoma City (CFC) 

Colonel William A. Jack, Chairman 
Fund-Raising Program Coordinating Committee 
Oklahoma City Air Materiel Area 
Tinker Air Force Base 
Oklahoma City, Okla. 73145 
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Oklahoma — Continued 

Tulsa 

Mr. John W. Henderson, Chairman 
Fund-Raising Program Coordinating Committee 
Postmaster 
Tulsa, Oklahoma 

Gkegon 

Eugene 

Mr. G. A. Coldeen, President 
Federal Business Association. 

Federal Aviation Agency 
Route 1, Box 722 
Eugene, Oreg. 97402 

Portland (CFC) 

Mr. Dan E. Bulfer, President 
Portland Federal Council 
Forest Service Regional Office 
319 S.W. Pine Street 
Portland, Oreg. 97208 

Saletn (CFC) 

Mr. E. D. Spencer, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Post Office 
Salem, Oreg. 97301 

Pennsylvania 

Bucks County (CFC) 

Commander W. C. Moses, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Naval Air Development Center, Johnsville 
Warminster, Pa. 18974 

Chamber sburg (CFC) 

Mr. George E. Danzberger, Chairman 
Fund-Raising Program Coordinating Committee 
Letterkenny Army Depot 
Chambersburg, Pa. 17201 

Coatesville (CFC) 

Dr. Frank F. Merker, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
Coatesville, Pa. 19320 

Greater Harrisburg 

Captain C. E. Fulton, Chairman 

Fund-Raising Program Coordinating Committee 

Naval Supply Depot 

Mechanicsburg, Pa. 17055 

Lebanon (CFC) 

Mr, Charles P. Eberhart, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
Lebanon, Pa. 17042 

Philadelphia 
Captain Paul C. Stimson 

Director of Fund Raising, Planning and Coordinating 
Committee 

Philadelphia Federal Executive Board 
Fourth Naval District 
Philadelphia, Pa. 19112 
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Pennsylvania— Continued 

Pittsburgh 

Mr. Alvin R. Guyler, President 
Pittsburgh Federal Executive Association 
VA Regional Office 
1000 Liberty Ave. 

Pittsburgh, Pa. 15222 

Tobyhanna (CFC) 

Colonel E. C. Holland, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters, Tobyhanna Army Depot 
Tobyhanna, Pa. 18466 

Wilkes-Barre (CFC) 

Dr. Leon Ross, Chairman 

Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
1111 East End Boulevard 
Wilkes-Barre, Pa. 18703 

Rhode Island 

Newport 

Mr. Harry Kizirian, Chairman 
Federal Executive Council 
U.S. Post Office 
Providence, R.I. 02904 

South Carolina 

Charleston (CFC) 

Chairman, Fund-Raising Program Coordinating 
Committee 

Commandant, Sixth Naval District 
Attn : Deputy Chief of Staff for Naval Base 
U.S. Naval Base 
Charleston, S.C. 29408 

Columbia (CFC) 

Dr. Karl M. Lippert, President 
Federal Executive Council 
Veterans Administration Hospital 
Columbia, S.C. 29201 

Greenville 

Mr. R. A. Jolley, Vice President 
Greenville Federal Executive Association 
Postmaster 

Greenville, S.C. 29601 

South Dakota 

Hot Springs-Rapid City (CFC) 

Colonel Robert W. Kelley, President 
Federal Business Association 
Selective Service System 
Box 1872 

Rapid City, S. Dak. 57701 

Sioux Falls (CFC) 

Mr. Donald Cowley, President 
Federal Executive Association 
Veterans Administrative Center 
2501 W. 22nd Street 
Sioux Falls, S. Dak. 57101 
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Tennessee 

Chattanooga 

Mr. Charles C. Miller, Chairman 
Fund-Raising Program Coordinating Committee 
Tennessee Valley Authority 
Chattanooga, Tenn. 37401 

Knoxville 

Mr. Robert H. Collier, Chairman 
Fund-Raising Program Coordinating Committee 
Tennesse Valley Authority 
Knoxville, Tenn. 37902 

Memphis (CFC) 

Rear Admiral Ernest Christienson, Chairman 
Fund-Raising Program Coordinating Committee 
Chief of Naval Air Technical Training 
U.S. Naval Air Station (75) 

Memphis, Tenn. 37115 

Nashville (CFC) 

Mr. G, Reid Bethurum, President 
Nashville Federal Business Association 
P.O. Box 1070 
Nashville, Tenn. 37202 

Oak Ridge (CFC) 

Mr. S. R. Sapirie, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Atomic Energy Commission 
Oak Ridge, Tenn. 37830 

Texas 

Abilene (CFC) 

Mr. Clyde E. Grant, Chairman 

Fund-Raising Program Coordinating Committee 

Postmaster 

Abilene, Tex. 79604 

Amarillo 

Colonel M. J. McKeever, Jr. Chairman 
Fund-Raising Program Coordinating Committee 
Amarillo Technical Training Center ( ATC) 

Amarillo Air Force Base, Tex. 79111 

Big Spring 

Colonel George E. Franks, Chairman 
Fund-Raising Program Coordinating Committee 
Headquarters 3560th Pilot Training Wing (ATC) 

Webb Air Force Base, Tex. 79720 

Corpus Christi (CFC) 

Rear Admiral R. A. Macpherson, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Naval Air Station 
Corpus Christi, Tex. 78419 

Dallas-Fort Worth 

Mr. Elmer P. Davis, Chairman 

Dallas-Fort Worth Federal Executive Board 

National Labor Relations Board 

110 W. 5th Street, Meachum Bldg. 

Fort Worth, Tex. 76016 
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Texas — Continued 

Bel Rio ( CFC ) 

Mr. Hubert H. Anderson, Chairman 
Val Verde County Fund-Raising Program Coordinating 
Committee 

Laughlin Air Force Rase, Tex. 78840 
El Paso (CFC) 

Mr. James Raster, Chairman 
Fund-Raising Program Coordinating Committee 
Postmaster 
El Paso, Tex. 79051 

Galveston 

Mr. N. A. Nilson, Chairman 

Fund-Raising Program Coordinating Committee 
Galveston District Corps of Engineers 
P.O. Box 1229 
Galveston, Tex. 77550 

Houston 

Mr. Claude McLarty, President 
Houston Federal Business Association 
General Services Administration 
515 Rusk Ave. 

Houston, Tex. 77002 

Kerrville (CFC) 

Mr. John B. Byrd, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
Kerrville, Tex. 78028 

Lubbock 

Colonel Ernest T. Cragg, Chairman 
Fund-Raising Program Coordinating Committee 
3500th Pilot Training Wing 
Reese Air Force Base, Tex. 79401 

San Antonio- (CFC) 

Major General Laurence A. Potter, Jr., Chairman 
Fund-Raising Program Coordinating Committee 
Brooke Army Medical Center 
Fort Sam Houston, Tex. 78234 

Teasarkana 

Mr. Bobby J. Brewer, Chairman 
Fund-Raising Program Coordinating Committee 
Red River Army Depot 
Texarkana, Tex. 75502 

Waco 

Dr. George T. McMahan, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
Memorial Drive 
Waco, Tex. 76703 

Wichita Falls 

Colonel Charles W. Johnstone, Chairman 
Fund-Raising Program Coordinating Committee 
Sheppard Technical Training Center 
Sheppard Air Force Base, Tex. 76311 


Utah 

Ogden (CFC) 

Colonel Robert B. Ladd, Chairman 
Fund-Raising Program Coordinating Committee 
Defense Depot Ogden 
Ogden, Utah 84404 

Provo (CFC) 

Mr. Robert Q. Strong, Chairman 

Fund-Raising Program Coordinating Committee 

Postmaster 

Provo, Utah 84601 

Salt Lake City (CFC) 

Mr. L. C. Romney, President 

Federal Executives Association for Utah 

Federal Housing Administration 

P.O. Box 11009 

Salt Lake City, Utah 84111 

Virginia 

Newport News-Hampton 

Colonel J. W. Patchin, Chairman 

Fund-Raising Program Coordinating Committee 

USA Transportation Center 

Fort Eust-is, Va. 236Q4 

Norfolk (CFC) 

Rear Admiral J. C. Dempsey, Chairman 
Fund-Raising Program Coordinating Committee 
Commandant, Fifth Naval District 
Norfolk, Va. 23511 

Richmond (CFC) 

Mr. R. L. Lancaster, Cpehairman 

Fund-Raising Program Coordinating Committee 

Assistant Postmaster 

10th and Main Streets 

Richmond, Va. 23219 

Roanoke (CFC) 

Mr. C. W. Nixon, President 
Federal Executives Association 
Veterans Administration Regional Office 
211 West Campbell Avenue 
Roanoke, Va. 24011 

Washington 

Bremerton (CFC) 

Mr. Robert II. Britten, Chairman 
Fund-Raising Program Coordinating Committee 
Puget Sound Naval Shipyard 
Bremerton, Wash. 98314 

Seattle (CFC) 

Mr. Sidney Laurens, Chairman 
Seattle Federal Executive Board 
Social Security Administration 
230 Fairview Avenue 
Seattle, Wash. 98109 
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Washington — Continued 

Spokane (CFC) 

Mr. Roy G. McElroy, President 

Spokane Federal Executives Association 

Federal Aviation Administration 

Rapcon, P.O. Box 1307 

Fairchild Air Force Base, Wash. 99011 

Tacoma 

Colonel James M. Butler, President 
Tacoma Federal Executive Association 
c/o Base Dental Services 
S25th Fighter Wing 
McChord Air Force Base 
Tacoma, Wash. 98438 

Vancouver (CFC) 

Dr. J. Andrew Hall, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Hospital 
Vancouver, Wash. 98663 

Walla Walla (CFC) 

Mr. James W. Catto, Chairman 

Fund-Raising Program Coordinating Committee 

Bonneville Power Administration 

P.O, Box 1518 

Walla Walla, Wash. 99362 

West Virginia 

Charleston 

Mr. J. Raymond DePaulo, Chairman 
Federal Executive Council 
Department of Commerce, Room 3002 
U.S. Federal Building and Courthouse 
Charleston, W. Va. 25301 

Huntington (CFC) 

Mr. Merrill W. Fox, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration 
502 8th Sit. 

Huntington, W. Va. 25701 

Martinsburg ( CFC ) 

Mr. A. A. Gavazzi, Chairman 
Fund-Raising Program Coordinating Committee 
Veterans Administration Center 
Martinsburg, W. Va. 25401 

Parkersburg 

Mr. Frank Armfleld, Chairman 

Fund-Raising Program Coordinating Committee 

Bureau of Public Debt 

214 Seventh Street 

Parkersburg, W. Va. 26101 


Wisconsin 

M adison 

Mr. John Whitmore, Chairman 

Fund-Raising Program Coordinating Committee 

Postmaster 

Madison, Wisconsin 

Milwaukee 

Mr. Stanley J. Cybulski, President 
Federal Officials Association 
Postmaster 
U.S. Post Office 
Milwaukee, Wis. 53202 

Wyoming 

Cheyenne (CFC) 

Mr. Richard L. Ilutt, President 
Cheyenne Federal Executive Council 
Internal Revenue Service 
308 W. 21st St. 

Cheyenne, Wyo. 82001 

Commonwealth of Puerto Rico 

San Juan 

Mr. David M. Rayner, President 
Federal Business Association 
Interal Revenue Service 
255 Ponce de Leon Ave., 4th Floor 
Fort Buchanan, P.R. 00917 

National Capital Area 

Washington , D.C. (CFC) 

Mr. Nicholas J. Oganovic, Chairman 
Fund-Raising Program Coordinating Committee 
U.S. Civil Service Commission 
Washington, D.C. 20415 

Panama 

Panama Canal Zone (CFC) 

Colonel Harold R. Parfltt, Chairman 
Fund-Raising Program Coordinating Committee 
Canal Zone Government 
Balboa Heights, C.Z. 

Overseas Areas 

Department of Defense (CFC) 

Mr. Charles V. Brewer, Chairman 
National Policy Coordinating Committee 
DoD Overseas Combined Federal Campaign 
Office of the Assistant Secretary of Defense 
( Administration ) 

Washington, D.C. 20301 
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jl. Format A — For use by National Health Agencies. In preparing this report, applicant should use the definitions 
of income and expense classifications contained in the National Health Council s Accounting and Financial 
Reporting Procedures Guide. 


(Agency) 


SOURCE OF FUNDS AND COSTS REPORT 
For the Year ending 


INCOME 

CONTRIBUTIONS - 

(1) United funds and/or community chests 

(2) Federal service campaigns 

(3) Other contributions - 

SPECIAL EVENTS (less related expenses of $ ) 

SERVICE FEES, LITERATURE SALES, ETC- 

GAIN FROM THE SALE OF PRODUCTS 

MEMBERSHIPS 

INVESTMENT INCOME 

OTHER INCOME.. - 


Percent of 

Amount Income 

$ % 

% 

• % 

% 

% 

% 

% 

% 

% 

% 


TOTAL INCOME 


100 % 


EXPENSES 

RESEARCH 

PUBLIC HEALTH EDUCATION-.. - --- 

PROFESSIONAL EDUCATION AND TRAINING- 

PATIENT SERVICES 

COMMUNITY SERVICES --- 

Program Expenditures (Subtotal) 

PUBLIC INFORMATION 

FUND RAISING 

FIELD STUDIES AND REORGANIZATION 

ADMINISTRATIVE AND GENERAL EXPENSES. 
Non-Program Expenditures (Subtotal) 


Amount 
- $ 


% 



Percent of 
Expenditures 

% 

% 

% 

% 

% 

% 

% 

% 

% 


TOTAL EXPENSES 


100 %^ 
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ENDIX C 




(Apencv) 


SOURCE OF FUNDS AND COSTS REPORT 
For the Year ending (date) 


INCOME Percent of 


CONTRIBUTIONS 

Amount 

Income 

(1) United funds and/or community chests 

(2) Federal Service campaigns 

$ 

% 

(3) Other Contributions 

;■ 

% 

% 


SPECIAL EVENTS (less related expenses of $_ 
SERVICE FEES, LITERATURE SALES, ETC 

GAIN FROM THE SALE OF PRODUCTS 

OTHER INCOME 


TOTAL INCOME „ 

- $ 100 % 


EXPENSES 

PROGRAM FUNCTIONS (Itemize) 


Percent of 

Amount Expenditures 


__ $ 

-- . ___ $ 

* $ 

Etc 

Program Expenditures (Subtotal) $ ot 

PUBLIC INFORMATION * — ° 

FUND RAISING 

ADMINISTRATIVE AND GENERAL EXPENSES 
Non-Program Expenditures (Subtotal) $ m 


TOTAL EXPENSES 


% 

% 

% 


% 

% 

% 


100 %* 
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CAMPAIGN GUIDELINES FOR VOLUNTARY GIVING 


The policies for fund-raising in the Federal service 
recognize the importance of voluntary agencies in our 
American way of life and the opportunity that is given 
employees to know about them and to give generously 
toward their support. At the same time, and as has 
been set forth in Executive Order 10927, these policies 
stress the importance of true voluntary giving and 
establish certain individual safeguards such as the 
option of disclosing one’s gift or keeping it confidential 
by the use of a sealed envelope and the prohibition 
against assigning a special dollar goal or quota to an 
individual. 

Any successful fund drive requires an enthusiastic 
campaign. But administrative and campaign officials, 
supervisors and keymen must be familiar with all of 
the provisions of the Federal program in order to 
know where to draw the line between proper and 
improper methods. 

It is approved practice for management officials to 
call employees together, explain -the need for and use 
of the funds being solicited and urge employees to give 
generously — as much as they can afford. Where there 
are dollar goals for the campaign, the distribution of a 
“fair-share” guide based on employee pay levels is also 
approved practice, and the guide generally is welcomed 
by employees as an indication of what amount might 
be a fair contribution. Difficulty arises if the sug- 
gested contributions outlined on fair-share guides are 
confused or interpreted as “quotas.” Even though 
two are in the same salary bracket, it does not neces- 
sarily follow that they are either able or inclined to 
make the same contribution. Some give considerably 
more — others less. 

There is no place in the Federal fund-raising program 
for force or coercion. Campaigns should and must be 
conducted through an intensive program of employee 
information about the needs for and use of the funds 
to be solicited and by a strong appeal for contributions 
based on the contributor’s knowledge of the needs and 
his ability and willingness to give voluntarily. . In the 
final analysis, each employee must be the sole judge of 
what he can and will contribute and whether or not he 
wishes to keep the amount of his contribution 
confidential. 

PLEASE STUDY AND APPLY THE FOLLOWING 
SUGGESTIONS: 

I. Agency or Installation Heads, Campaign Vice 
Chairmen, and Division Campaign chairmen 

A. Familiarize yourself personally with : 

1. the fundamentals of the Federal fund- 
raising program and its policies, and 

FEDERAL FUND-RAISING MANUAL 
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2. the approved campaigns and the work of 
the participating private agencies. 

B. Upon receipt of the President’s Message on 
each campaign, plus that from the head of your 
department or agency, see that they are in the 
hands of every employee well in advance of the 
solicitation for funds. 

C. Activate your agency’s regular fund-raising 
organization right down to the last keyman. 
Carefully select project personnel and keymen 
who are interested, able and enthusiastic. 

D. Arrange training sessions for all campaign lead- 
* ers before the beginning of the campaign so that 

they know the program needs of the agencies 
the basic philosophy behind the Federal plan 
the campaign mechanics. 

E. Put out a personal memorandum to all employ- 
ees urging them to familiarize themselves with 
the private agencies and their programs and to 
contribute as generously as possible. 

F. Make use of all public information channels and 
materials available to you so that each individ- 
ual giver will understand the work of each 
agency involved and for what purpose he is 
contributing. This should include informa- 
tional bulletins, bulletin board posters, house 
organs, showing of agency campaign films to all 
employees. Use the Press Kit material before 
and during drive. Work up special material 
based on eye-witness accounts of work of these 
agencies. Publish weekly progress reports. 

G. Have a kick-off rally for campaign workers at 
the department, bureau or installation level at 
least one week before the opening of the cam- 
paign. Use key speakers and audio-visual 
materials. 

H. Set a schedule of employee information meetings 
or rallies so that every employee is thoroughly 
briefed on the objectives, benefits and needs of 
the private agencies in the campaign. Promote 
well-planned enthusiastic meetings within entire 
office divisions and units, using division heads, 
top supervisors and employee organization 
leaders. 

I In campaigns which have dollar goals, let every- 
one know what installation and division goals 
have been set and furnish them a “fair share 
giver’s guide for their information when appro- 
priate. , 

J. Issue fact sheets to all keymen regarding work 
of the agencies participating in the particular 
campaign so that they may explain the program 
and services of the benefiting agencies. 
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K. Make it clear that the campaign is important 
official government business and not an informal 
duty to be shrugged off. Remember that this 
is a social and civic responsibility — human 
needs are at stake and can be met only if most 
people give generously. 

L. Encourage keyrnen to approach each employee 
individually and to make follow-up contact 
until the employee contributes or indicates that 
he does not wish to participate. 

M. Discourage contacts with individual givers by 
other than designated keymen. Management 
officials or supervisors should always talk to 
givers in groups and never put an individual 
“on the spot”. 

N. Instruct campaign workers to avoid coercive 
pressure. If the key man is interested and well- 
indoctrinated he can transmit this interest and 
enthusiasm to those he solicits. The same is 
true of campaign officials who brief the keyman. 

O. Start the campaign on time. Push it to an 
early conclusion. This will save staff time and 
lead to a better campaign. 

P. Ask for weekly or biweekly progress reports and 
have coordinators to assure that the campaign 
remains active throughout the full period, if 
necessary to complete solicitation. 

Q. Prepare a thermometer or other type chart for 
public display showing the progress of the 
campaign on a daily or weekly basis for each of 
the major campaign units. 

R. Report final results to employees and make sure 
senior officials write “thank-you” letters to all 
those helping them in the .campaign. Out- 
standing performance merits official commenda- 
tion in fund raising as it would in other official 
activities. 

S. Survey a sampling of employees for their 
evaluation of the conduct of the campaign. 


As needed, net on the suggestions in planning 
the next campaign. 

II. Keymen 

A. Plan solicitation carefully. Begin it at the 
strategic time for your unit— after an inspira- 
tional meeting — on a pay day. (Concentrating 
on pay days when collecting is sound if cash 
gifts are appropriate.) Allow plenty of time 
for call-backs to follow up on those who are 
missed on the first go-around. 

B. Contact everyone individually. Issue all ap- 
propriate educational and contributors’ ma- 
terials. Try to avoid more than one complete 
solicitation. The irritation caused by asking 
the same person a second or third time for his 
contribution can imply coercive pressure, can 
do harm to subsequent campaigns and should 
be avoided. 

C. Stress 100 percent participation. Nobody has 
to give but almost everyone will want to give. 
Make the campaign a family affair with joint 
responsibility extending to the smallest giver. 

D. Appeal to the employee’s best instincts for giving 
and urge a generous gift. When appropriate, 
encourage installment giving as this will help 
the contributor to give as generously as he 
w ishes toward the needs of many agencies. 
M lien urging a generous gift, tell each employee: 

1- His gift will support many avenues of 

voluntary agency effort in the community 
and the Nation. 

2. He should designate his contribution to the 
agencies of his greatest interest. 

3. His contribution should bear direct relation- 
ship to the luxury items he is so fortunate to 
have. 

4. Only one appeal will be made for these 
agencies this year. 

5. His gift counts. 
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*1968-69 FUND-RAISING BULLETIN 


To the Heads of Executive Departments and Agencies 
The voluntary agencies recognized by the Chairman 
of the Civil Service Commission, in accordance with 
Executive Order 10927, for on-the-job solicitation privi- 
leges in the Federal service during fiscal year 19G9 are 
listed in this bulletin. Their worthwhile efforts on 
behalf of ail Americans merit a generous voluntary 
contribution from Federal personnel. The Eligibility 
Committee has determined that each one meets estab- 
lished requirements as to program objective, adminis- 
trative integrity, and financial responsibility. 

The assigned periods for the 196&-G9 campaigns and 
the locations and conditions under which solicitation 
privileges may be exercised are as specified in sec- 
tion 8.5 of the Federal fund-raising manual, except as 
modified by the instructions in Appendix F, NON- 
DISCRIMINATION REQUIREMENTS, and Appendix 
G, THE COMBINED FEDERAL CAMPAIGN. 

RECOGNIZED CAMPAIGNS AND AGENCIES 

1. Local Community Chests, United Funds, and 
Other Federated Groups which are members in good 
standing of, or are recognized by, the United Com- 
munity Funds and Councils of America, Inc. 

2. The American National Red Cross 

(Domestic and overseas areas) 

3. Federal Service Campaign for tiie National 

Health Agencies 

(Domestic and overseas areas) 

American Cancer Society, Inc. 

American Heart Association, Inc. 


Arthritis Foundation 

Muscular Dystrophy Associations of America, Inc. 
National Association for Mental Health, Inc. 
National Association for Retarded Children, Inc. 
National Cystic Fibrosis Research Foundation 
National Foundation-March of Dimes 
National Multiple Sclerosis Society 
National Society for Crippled Children and 
Adults, Inc. 

National Society for the Prevention of Blindness 
United Cerebral Palsy Associations, Inc. 

4. International Service Agencies 

(Domestic area only) 

American-Korean Foundation, Inc. 

CARE, Inc. 

*Planned Parenthood-World Population* 
Project HOPE (People-to-People Health Founda- 
tion, Inc.) 

5. International Service Agencies 

(Overseas area only) 

American-Korean Foundation, Inc. 

American Social Health Association 
CARE, Inc. 

International Social Service, Inc. 

National Park and Recreation Association 
*Planned Parenthood- W orld Population* 
Project HOPE ( People-to-People Health Founda- 
tion, Inc.) 

United Seamen’s Service, Inc. 

United Service Organizations, Inc. (USO) 
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NONDISCRIMINATION REQUIREMENTS 


I. STATEMENT BY THE CHAIRMAN OF THE U.S. CIVIL SERVICE 
COMMISSION 

Voluntary health and welfare agencies financed by 
contributions from the general public play a vital part 
in maintaining the well-being of the American people. 
In recognition of the importance of their unique role 
in our society, Government agencies annually solicit 
voluntary contributions from Federal employees and 
members of the Armed Forces to assist in providing 
the financial support they require. Contributions on 
the order of $25,000,000 a year are made to local united 
funds and community chests and to the American Red 
Cross and other national voluntary agencies that meet 
the eligibility standards for participation in Federal 
fund-raising campaigns. 

The great majority of voluntary health and welfare 
agencies serve all citizens without racial discrimination. 
Unfortunately, this practice is not universal. In some 
communities our Negro citizens are excluded from 
participation in health, welfare and recreational serv- 
ices that are available to all others who are in need, 
or they are provided inferior services on a segregated 
basis. This circumstance works against many who are 
already disadvantaged and tends to perpetuate in our 
society the very conditions that humanitarian services 
are designed to eliminate. 

President Johnson has taken action, as did President 
Kennedy before him, to secure the right of all citizens 
to the full and equal enjoyment of services and facili- 
ties of a public nature and has appealed to private 
organizations and individuals to help extend the prin- 
ciple of equal opportunity throughout American life. 
Our national policy is clear, and I can no longer in 
good conscience recommend to Federal employees, who 
themselves work under conditions of equal privilege 
and opportunity, that they continue to participate in 
the financial support of health and welfare services 
which are conducted on a racially discriminatory or 
segregated basis. Nor can Government agencies properly 
continue to use official time and manpower to conduct 
on-the-job solicitations on behalf of health and welfare 
agencies which persist in these practices. Therefore, in 
the exercise of my responsibility under Executive Order 
10927 and with the unanimous concurrence of the Fed- 
eral Fund-Raising Advisory Council of voluntary 
agency leaders I have determined that fund-raising 
privileges in the Federal establishment must hereafter 
be limited to agencies which follow a policy and prac- 
tice of nondiscrimination. 

This decision takes into consideration the fact that 
voluntary agencies which currently do not meet this 
standard are free to choose whether they wish to main- 
tain their present policies without change, or — and I 
sincerely hope that all will choose the latter course — 
to amend their policies in the spirit of our democracy 
and join with the majority of their associates in prac- 
tices which merit the continued support of Federal 
employees and members of the Armed Forces. In order 
that such agencies may have a reasonable opportunity 
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to consider a change in governing policies, the non- 
discrimination requirement will be effective for Fed- 
eral fund-raising campaigns beginning after July 1, 
1965. 

II. NONDISCRIMINATION STANDARD 

Voluntary agencies recognized for fund-raising privi- 
leges within the Federal service must operate without 
racial discrimination. This policy applies to persons 
served by the agencies, to the staffs of the agencies and 
to membership on their governing boards. Operating 
without racial discrimination means that : 

1. No person is excluded from service because of 
race. 

2. There is no segregation of those served on the 
basis of race. 

S. There is no discrimination on the basis of race 
in hiring, assignment, promotion or other condi- 
tions of staff employment ■★ In addition, the 
agency has a plan for positive action to achieve 
equal employment opportunity for all persons in 
the filling of its staff positions including elements 
such as contacts with various organizations in the 
community, including minority group organiza- 
tions, regarding the agency’s employment needs., 
recruitment advertisements in minority group 
news media where advertising in the general 
media is used to fill jobs, identifying the agency 
as an equal employment opportunity employer in 
recruitment advertisements and the use for job 
referral purposes of only those employment agen- 
cies which do not discriminate on the basis of 
race in making referrals.^ 

4, There is no discrimination on (the basis of race in 
membership on the agency’s governing body. 

III. VOLUNTARY AGENCIES AFFECTED 

Every national or local voluntary health, welfare or 
recreational agency which, after July 1, 1965, solicits 
contributions from Federal employees or members of 
the Armed Forces at place of employment or duty sta- 
tion must first provide satisfactory assurance that it 
follows a policy and practice of racial nondiscrimina- 
tion. This requirement is applicable to : 

1. A local united fund, community chest or other fed- 
erated fund-raising organization which is author- 
ized solicitation privileges under the provisions of 
Manual section 3.55, and each participating mem- 
ber agency ; 

2. Each member agency of a coordinated solicitation 
which is authorized solicitation privileges under 
the provisions of Manual section 3.56 ; 

3. The national office and each state or local chapter 
of a national voluntary agency which is authorized 
on-the-job solicitation privileges under the provi- 
sions of Manual section 3.57 ; 

4. Each national or local voluntary agency which is 
authorized solicitation privileges in the overseas 
area under the provisions of Manual section 3.58 ; 
and 

5. Each voluntary agency which is authorized off- 
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the-job solicitation privileges under the provisions 
of Manual section 3.6. 

IV. ASSURANCE REQUIRED 

A. Form of assurance. Assurance of racial nondis- 
crimination shall be in writing and shall consist of: 

1. A statement of policy by the agency’s governing 
board (national or local board, as appropriate) 
covering the elements of racial nondiscrimination 
listed in the standard, and 

2, A certification that the agency’s practices in fact 
conform with the standard. 

Policy staements and certifications shall be suffi- 
ciently explicit to assure that the four elements of 
racial nondiscrimination listed in the standard are met. 
No standard form or format is required. 

B. Filing procedure 

1. National level. A national voluntary agency 
which is required by the provisions of Manual 
section 4.4 to file application annually for inde- 
pendent solicitation privileges shall file with the 
Office of the Chairman, Civil Service Commis- 
sion, by March 1, satisfactory assurance with 
respect to the policy and practice of its national 
organization. 

A national voluntary agency whose national 
policy is binding upon all local chapters, com- 
mittees or other units which act for the agency 
may also file at the national level assurance of 
nondiscrimination practice on the part of such 
local units. 

2. Local level . 

a. United funds and chests. A local united 
fund, community chest or other federated 
fund-raising organization shall advise its 
member agencies of the nondiscrimination 
requirements and request each agency to 
furnish assurance of racial nondiscrimina- 
tion in the form prescribed in A above. It 
shall receive such assurances and forward 
them in a group, with the policy statement 
and certification of the federated fund- 
raising organization itself, to the appropri- 
ate Federal official in its local campaign 
area by July 1, 1965. 

b. National Agencies certified hy the National 
Budget and Consultation Committee. To 
facilitate the provision of assurances and 
to avoid excessive duplication, the Chair- 
man of the Commission has authorized the 
National Budget and Consultation Com- 
mittee, 820 Second Avenue, New York, N.Y., 
to serve as the approving agency and official 
repository for nondiscrimination assurances 
by the national organizations of certain 
voluntary agencies whose budgets, pro- 
grams and support plans are reviewed by 
NBOC. Certification in the NBCC Reports 
for 1966 that satisfactory assurance is on 
file with NBCC shall be considered satis- 
factory evidence by local funds and chests 
and Federal officials of compliance with 


the assurance requirement by the national 
organization of the agency certified. a 

NBCC certification applies only in cir- 
cumstances where the national organiza- 
tion of the agency receives support directly 
as a participating member of the local 
united fund, chest or local coordinated 
solicitation. It does not apply if the par- 
ticipating member is a state or local unit 
of the national agency, since, in such case, 
assurance is required from the participating 
state or local unit. 

c. American Red Cross. The Red Cross has 
furnished the Chairman of the Civil Serv- 
ice Commission satisfactory assurance of 
nondiscrimination policy and practice with 
respect to its national organization and all 
local units. Accordingly, local Red Cross 
chapters and units are exempted from the 
requirement of Ailing assurances with local 
Federal officials. 

d. National health agencies. Each recognized 
national health agency, as listed in Appen- 
dix E, has furnished the Chairman of the 
Civil Service Commission satisfactory as- 
surance of nondiscrimination policy and 
practice with respect to its national organi- 
zation. 

A state or local chapter or affiliate of a 
recognized national health agency which is 
otherwise eligible to participate in the Fed- 
eral Service Campaign for the National 

2 The following national voluntary agencies have filed satis- 
factory nondiscrimination assurances for their national orga- 
nizations and have been certified to local united funds and, 
chests in NBCC 1966 Reports : 

American Hearing Society 
American Social Health Association 
Arthritis Foundation 
Big Brothers of America 
Camp Fire Girls, Inc. 

Child Welfare League of America, Inc. 

Commission on Social Welfare, National Council of the 
Churches of Christ in the U.S.A. 

Council on Social Work Education 

Department of Public Ileal th Nursing, National League 
for Nursing 

Family Service Association of America 
Florence Crittenton Association of America, Inc. 
International Social Service, American Branch, Inc. 
Jackson Laboratory 

National Association for Mental Health, Inc. 

National Association for Retarded Children, Inc. 
National Committee on Employment of Youth of the 
National Child Labor Committee 
National Conference on Social Welfare 
National Council on Alcoholism, Inc. 

National Council on Crime and Delinquency 
National Federation of Settlements and Neighborhood 
Centers 

National Legal Aid and Defender Association 
National Recreation Association 
National Social Welfare Assembly, Inc. 

National Travelers Aid Association 
National Urban League, Inc. 

United Cerebral Palsy Associations, Inc. 

United Community Funds and Councils of America 

United Seamen’s Service 

United Service Organizations, Inc. 
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Health Agencies shall provide nondiscrim- 
ination assurance to the appropriate 
FSCNHA State Coordinating Committee. 
The FSCNHA State Coordinating Commit- 
tee shall forward in a group to the appro- 
priate Federal official in each campaign 
location ( county ) the nondiscrimination as- 
surances of the state or local chapters or 
affiliates which are otherwise eligible to 
participate in the FSCNHA campaign at 
that location. 

e. International service agencies. American- 
Korean Foundation, CARE, Project HOPE 
and Radio Free Europe have furnished the 
Chairman of the Civil Service Commission 
satisfactory assurance of nondiscrimination 
policy and practice with respect to their na- 
tional organizations and all local chapters, 
committees and other units. Accordingly, 
local units of these national voluntary agen- 
cies are exempted from the requirement of 
filing assurances with local Federal offi- 
cials. 

f. Recipient of assurances filed locally. Non- 
discrimination assurances required to be 
filed at the local level shall be filed with 
the chairman of the appropriate local Fed- 
eral coordinating group, as listed in Appen- 
dix B, or in the absence of such organiza- 
tion in the local area, with the head of the 
local Federal installation having the larg- 
est number of civilian and military person- 
nel. 

0. No further assurance required . A national or 
local voluntary agency which has filed satisfactory 
nondiscrimination assurance for the fiscal year begin- 
ning July 1, 1965, and has maintained such nondis u 
criminatory policy or practice without substantial 
change is not required to file further assurance to con- 
tinue its eligibility for subsequent years unless such 
further assurance is expressly requested by the appro- 
priate Federal official. 

V. ADMINISTRATION BY THE FEDERAL GOVERNMENT 

A. Responsibility for administration. The responsi- 
bility for administration of the nondiscrimination re- 
quirements at the national level is assigned to the Of- 
fice of the Chairman, Civil Service Commission. 

At the local level, each local Federal coordinating 
group is authorized and responsible for administration 
of the nondiscrimination requirements in its local area. 
In the absence of such an organization in the local area 
(county), the authority and responsibility is assigned 
to the head of the local Federal installation having the 
largest number of civilian and military personnel. At 
their discretion, a local Federal coordinating group 
may redelegate to an appropriate committee, or the 
head of a designated local Federal installation may re- 
delegate to a subordinate official, such of the authority 
assigned in this section as is deemed appropriate. 


After July 1, 1965, the heads of Federal offices and 
installations shall permit the solicitation of employees 
or military personnel on the job, or “off-the-job” as 
defined in Manual section 3.6, only on behalf of such 
voluntary agencies as have been determined by the 
responsible Federal coordinating group or official to 
be qualified under the nondiscrimination standard and 
related requirements. The nondiscrimination require- 
ments do not apply, of course, to solicitations of Fed- 
eral personnel at their homes or otherwise in their 
capacity as private citizens away from their place of 
employment or duty stations. 

B. Acceptance of nondiscrimination assurances. 
The appropriate Federal official in each local area, as 
designated above, will review nondiscrimination as- 
surances filed with him to determine that they meet 
the requirements. He will request such additions or 
amendments as may be needed. He will notify the 
heads of all local Federal offices and installations of 
his finding with respect to the receipt of satisfactory 
non-discrimination assurances from all voluntary agen- 
cies which are otherwise eligible to solicit contribu- 
tions from Federal personnel in the local area. 
Assurances will be retained as official records in the 
custody of his office. The responsible local Federal 
official may request interpretation or advice from the 
Office of the Chairman, Civil Service Commission, as 
needed. 

C. Disqualifications. If a required nondiscrimina- 
tion assurance is not filed with the appropriate Federal 
official, or is filed but is determined by him to be un- 
satisfactory, the voluntary agency concerned shall not 
be permitted to solicit contributions from Federal 
personnel in the local area until satisfactory assurance 
is received. 

In the event a voluntary agency files satisfactory 
assurance but information is received which raises a 
substantial question whether the agency’s practices in 
fact meet the standard, the appropriate Federal official 
shall make such investigation as may be necessary 
and, after providing the agency an opportunity to pre- 
sent evidence of satisfactory compliance, shall make a 
determination whether Federal fund-raising privileges 
in the local area will be granted or withheld from 
the agency. If a substantial question regarding non- 
discrimination practices is raised with respect to a 
voluntary agency which furnished its assurance to the 
Civil Service Commission or the National Budget and 
Consultation Committee, the appropriate Federal offi- 
cial will forward the question and all available 
related information to the Office of the Chairman, 
Civil Service Commission, for investigation. 

If a local united fund, community chest or other 
federated organization does not itself file the required 
nondiscrimination assurance, the federated organiza- 
tion shall not be permitted to solicit contributions from 
Federal personnel in the local area until satisfactory 
assurance is received. In such event the local area 
becomes a nonfederated community for purposes of 
Federal fund raising. Member agencies of the fed- 
erated organization which individually have met the 
nondiscrimination requirement will not be allowed to 
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solicit independently. However, they may organize a 
coordinated solicitation in accordance with the pro- 
visions of Manual section 3.56. 

If a local united fund, community chest or other 
federated organization furnishes satisfactory assurance 
for its own organization, the fact that one or more of 
its member agencies has not met the nondiscrimination 
requirements does not cancel the federated organiza- 
tion’s Federal fund-raising privileges in the local area. 
It may conduct a solicitation in the Federal service on 
behalf of those member agencies which have met the 
requirements. However, nonqualifying agencies shall 
not be listed in the solicitation literature distributed 
in Federal offices and installations and shall not par- 
ticipate in nor benefit, directly or indirectly, from 
contributions received in the Federal solicitation. If 
the federated organization conducts a solicitation in 


the general community which includes nonqualifying 
agencies, it will be necessary to treat receipts from 
the Federal solicitation as donor-restricted funds, 
separate and distinct from the funds received from 
other contributors, so as to insure that nonqualifying 
agencies do not benefit directly or indirectly from the 
Federal solicitation, as follows : 

1. Funds from the Federal solicitation shall be 
identified separately from other funds in the or- 
ganization’s financial records and shall be allo- 
cated only to agencies which participated in the 
Federal solicitation ; and 

2. Funds from non- Federal sources shall be allocated 
in a separate process and the proportionate shares 
assigned to nonqualifying agencies shall not be in- 
creased to offset losses due to their disqualification 
for the Federal solicitation. 
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THE COMBINED FEDERAL CAMPAIGN 


I. PURPOSE 

These arrangements for local combined Federal 
campaigns for voluntary health and welfare agencies 
have be^n established in order to : 

1. Meet employee wishes for a single campaign, 

2. Reduce costs to the Government, and 

3. Increase contributions to voluntary health and 
welfare. 

They have been approved by the Chairman of the 
Civil Service Commission under the authority of Exec- 
utive Order 10927, dated March 18, 1961, which governs 
fund raising within the Federal Service. 

II. BACKGROUND 

Federal employees and members of the Armed Forces 
contribute over twenty million dollars a year for char- 
itable purposes in response to fund-raising appeals on 
the job. Their contributions go to four broad cate- 
gories of voluntary agencies : 

Local united funds and community chests, on be- 
half of local and national health, welfare and 
recreational services including such agencies as 
the Boy Scouts and Salvation Army ; 

The American Red Cross ; 

National health agencies like the American Can- 
cer Society and American Heart Association; 
International service .agencies like CARE and 
Radio Free Europe. 

Since 1956 the arrangements for these groups have 
involved two or three separate drives on the job each 
year: The local united fund or chest in the fall; the 
national health agencies and international service 
agencies in the winter; and the Red Cross in March 
at locations where it does not participate in the united 
fund. A detailed statement of the eligibility stand- 
ards, program arrangements and campaign practices 
is contained in the Federal Fund-Raising Manual, 
issued May 1963. 

In recent years many Federal managers and em- 
ployees have suggested that the separate drives be 
consolidated into a single annual solicitation to save 
time and expense on this work. At the same time, 
voluntary agency representatives have been urging 
that payroll deductions be authorized for the payment 
of Federal employee contributions, since this facility 
tends to increase the level of giving and to reduce the 
cost of collecting pledges. After extensive consulta- 
tions with the Fund-Raising Advisory Council, it was 
agreed to try out a combined campaign with payroll 


deductions in the fall of 1964 at a few representative 
locations in order to test the arrangements and to 
determine whether the expected benefits could in fact 
be realized. 

III. THE 1964 EXPERIMENTS 

The combined campaign was approached as a matter 
of experiment because of expected difficulties in de- 
veloping arrangements that would be fair and practical 
for all parties. The policies and procedures of local 
united funds, which customarily receive 70-85 percent 
of Federal employee contributions, vary widely from 
those of the national health agencies (10-20 percent) 
and the international service agencies (5-10 percent). 
Their differences in philosophy and method are sub- 
stantial and their interests are competitive. 

The general plan for the experiments was formu- 
lated jointly by management and employee representa- 
tives of the Government and national representatives 
of the authorized campaign organizations. 1 Since 
united funds and chests are autonomous local orga- 
nizations and Federal fund-raising operations are on 
a decentralized basis, detailed arrangements were ne- 
gotiated by local Federal and voluntary agency repre- 
sentatives at each of the test locations. 

In overall results, the experiments were highly suc- 


1 The four authorized campaign organizations are as fol- 
lows : 

1. A local united fund, community chest, or other local 
federated group which is a member in good standing 
of, or is recognized by, the United Community Funds 
and Councils of America , Inc. The number of mem- 
ber agencies in a fund or chest campaign varies from 
around 20 to over 200 depending upon the locality. 

2. The Federal Service Campaign for the National Health 
Agencies. There are 12 health agencies recognized 
nationally but eligibility to solicit through FSCNHA 
Is limited to those locations where the national agency 
has a state or local chapter or affiliate (a) which is 
organized to serve the local area (county), and (b) 
which is not a member agency of the local united fund 
or chest. The number of participants in FSCNHA at 
.any location varies from around 0 to 12. 

3. The Federal Service Joint Crusade. There are 4 
recognized international service agencies which make 
up this campaign group at all locations. Since their 
program operations are all conducted overseas, fund- 
raising eligibility is not limited to the places where 
they have local chapters or committees nor do they 
belong to united funds or chests at any location. 

4. The American Red Cross. LAt locations where Red 
Cross does not raise funds in partnership with the 
local united fund or chest its chapters constitute a 
fourth campaign group. 
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cessful. The combined campaign was well received by 
management and employees. Solicitation was gener- 
ally easier and quicker than in previous campaigns 

A. Overall results 


and the potential for reduced costs to the Government 
and the voluntary agencies was apparent. Employee 
contributions increased substantially, as shown below : 



Total in previous 
year 

Total in com- 
bined campaign 

Dollar increase 

Percent Increase 

Bremerton, Wash _ _____ ___ 

$85, 089 

$116. 492 

$31, 403 

37 

Chicago, 111 

1 284, 000 

442, 379 

158, 379 

56 

Dover, N.J _ _ __ 

42, 679 

96, 128 

53, 449 

125 

Macon, Ga __ 

208, 727 
593, 042 

342, 826 

134, 099 

64 

San Antonio, Tex 

899, 699 

306, 657 
964, 743 

52 

Washington, D.O _ __ _ 

4, 756, 201 

5, 720, 944 

20 





i Estimated. 


B. Analysis of employee participation 



Use of payroll payment 

Average gift 

Per capita gift 

Percent con- 
tributors 

Percent 

dollars 

Payroll 

Other 

Total 

1964 

1965 

Bremerton _ — . 

41 

60 

$16. 78 

$7. 64 

$11. 40 

$7. 31 

$9. 34 

Chicago _ _ _ _ 

36 

70 

20. 93 

5. 23 

10. 41 

5. 16 

7. 77 

Dover- 

42 

73 

23. 09 

6. 61 

13. 44 

5. 67 

11. 34 

Macon 

54 

74 


9. 84 

17. 53 

9. 93 

16. 06 

San Antonio 

30 

57 

22.02 

6. 87 

11. 56 

7. 51 

10. 66 

Washington _ 

20 

33 

31. 19 

15. 80 

18. 89 

14. 86 

18. 40 


The experiments demonstrated that the basic ob- 
jectives can be met successfully by a combined cam- 
paign with payroll deductions. Federal officials at 
the test locations recommended that CFC be con- 
tinued and be made available for use widely in the 
Federal service. The voluntary agencies were defi- 
nitely pleased with the substantial dollar increases 
received and wish to continue. 

Various modifications in the experimental policies 
and procedures were recommended to correct or im- 
prove weaknesses disclosed by experience in the test 
campaigns. Local planning negotiations at some of the 
test locations had been unduly protracted and time 
consuming. Campaign materials generally were too 
complicated. The procedures for designating gifts to 
individual agencies caused excessive accounting time. 
And the arrangements for division of campaign receipts 
provoked substantial controversy among the campaign 
groups. 

The CFC plan in its present form contains several 
provisions designed to minimize these problems. They 
were developed through extensive consultation with 
national representatives of the campaign organizations 
and, in several respects, represent a necessary com- 
promise between opposing points of views. The com- 
promise provisions have been endorsed unanimously 
by the Federal Fund-Raising Coordinating Group of top 
management and employee organization leaders in the 
Government, after careful consideration of the issues 
involved. 


IV. LOCAL AUTONOMY 

A. Authority of local Federal coordinating groups 2 

Each Federal coordinating group is authorized and 
requested to organize a Combined Federal Campaign 
in the local area for which it has fund-raising responsi- 
bility. Civilian employees and members of the Armed 
Forces in all Federal offices and installations in the 
local campaign area are to be included. The heads of 
executive departments and agencies will request their 
local officials to cooperate fully with the decisions of 
the Federal coordinating group on all aspects of CFC 
arrangements, in the interest of achieving a single, uni- 
fied campaign for all Federal personnel in the local 
area. 

Within the basic ground rules established by the 
Chairman of the Civil Service Commission, the local 
Federal coordinating group is authorized to make final 
decisions on all matters on which the local representa- 
tives of the campaign organizations do not reach mu- 
tual agreement after a reasonable period of negotiation, 
such as the details in setting ratios for division of 
undesignated money, in drafting campaign materials, in 
relative publicity, etc. The local Federal coordinating 
group is expected to give thoughtful consideration to 
the equities involved and the recommendations of each 
campaign organization on the matters at issue and to 
render impartial decisions which will promote the pur- 


a For a description of these groups and their locations see 
Manual section 2.6 and Appendix B. 
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poses of the Combined Federal Campaign. The basic 
ground rules are set forth in Parts VI and VII and may 
not be changed or modified by local decision. 

In the event that a local Federal coordinating group, 
after taking appropriate steps to initiate a combined 
campaign, finds in its judgment that it would be im- 
practical to conduct CFC in its local area this year, 
the group’s decision not to hold the campaign will be 
final and separate drives will proceed during fiscal 
1966 as usual. 3 The group should report its action 
promptly to the Chairman of the Commission and ad- 
vise the reasons why CFC cannot be held and the steps 
being taken to implement it in 1967. 

At locations where there is a significant number of 
Federal personnel (as a “rule of thumb,” 1,000 or more, 
civilian and military) and there is no Federal coordi- 
nating group in being, the head of the local Federal 
installation having the largest number of personnel 
should initiate action this year to form a Fund-Raising 
Program Coordinating Committee 4 looking toward the 
operation of CFC in fiscal 1967. He should notify the 
Office of the Chairman, Civil Service Commission, when 
the Committee has been established. National repre- 
sentatives of the campaign organizations advise that 
it will be difficult to undertake local planning this year 
at more places than those now covered by Federal 
coordinating groups. However, there is no prohibition 
against undertaking CFC this year at any location if 
the local Federal and voluntary agency officials agree 
they want it and can organize rapidly enough to con- 
duct an effective campaign. 

B. Local united funds and community chests 

There are some 2,100 united funds and chests in the 
United States so it has not been possible to involve 
them directly in the national planning for the Com- 
bined Federal Campaign. Representatives of their na- 
tional association, the United Community Funds and 
Councils of America, Inc., have participated fully with 
the other campaign organizations in evaluating the 
experiments and developing the final plan. They re- 
gard the arrangements as greatly improved over the 
1964 experimental plan but still not acceptable to many 
local funds. 

Since the local fund or chest is generally the pre- 
dominant beneficiary of Federal employee contribu- 
tions, its cooperation is essential to the implementation 
of CFC in any community. Accordingly, the local 
fund or chest will be given the opportunity freely to 
decide whether or not it wishes to participate with 
the other campaign organizations in a combined Fed- 


*This authority Is Intended to cover any serious local con- 
tingencies which cannot be anticipated in the national plan. 
For example, if a local Federal installation of predominant 
size is scheduled for closing in calendar year I960 the pro- 
vision for payment of pledges through payroll deductions in 
1966 could make it impractical to undertake CFC this year. 
On the other hand, if the problem should be lack of coopera- 
tion by a local Federal agency, rather than foregoing the 
campaign the local Federal coordinating group chairman 
should telephone the Office of the Chairman, Civil Service Com- 
mission, code 202— 343— 7268, to obtain assistance in resolving 
the problem. 

4 See Manual, section 2.61c. 


erai campaign. Local Federal officials should explain 
the wishes of the Government and its employees for 
this arrangement and the expected increase in contri- 
butions. However, if the local united fund or chest 
declines to participate, the combined campaign will not 
be undertaken and separate campaigns by each orga- 
nization will proceed in the usual manner as outlined 
in the Manual. Payroll deductions will be authorized 
only for the combined campaign arrangement. 

O. National voluntary agencies 

National representatives of the American Red Crfiss 
and the recognized e national health agencies and inter- 
national service agencies have participated fully in the 
development of the CFC plan. 

The national health agencies and international serv- 
ice agencies have agreed nationally to participate in 
CFC under the basic ground rules prescribed. Their 
local representatives will participate as full partners 
in the formulation of detailed arrangements for the 
local campaign, preparation of campaign materials, 
etc. If there is disagreement on details which cannot 
be resolved on a timely basis by direct negotiations 
between the campaign organizations, such matters will 
be referred with the recommendations of each organi- 
zation to the local Federal coordinating group for final 
decision. 

In the event that any of the national voluntary agen- 
cies should choose not to participate in CFC under the 
final arrangements decided locally it may, of course, 
withdraw from the campaign, but it will not have fund- 
raising privileges in local Federal offices or installa- 
tions during the fiscal year involved. This policy is in 
keeping with the agencies’ agreement nationally bo 
participate in CFC under the basic ground rules pre- 
scribed in the plan. 

In communities where the Red Cross conducts an 
independent campaign in the Federal establishment in 
March it will be regarded as a separate campaign 
organization and full partner in the combined cam- 
paign. Red Cross chapters have independent author- 
ity with respect to fund-raising policy, so responsibility 
for deciding on participation in CFC rests with the 
local chapter board of directors. As with the other 
national organizations, in the event local Red Cross 
chapters choose not to participate in CFC under the 
final arrangements decided locally they are not au- 

B An Eligibility Board of Federal management and employee 
representatives annually screens applicants for fund-raising 
privileges, using comprehensive standards relating to pro- 
gram worth, administrative integrity and financial respon- 
sibility. Agencies recognized for fiscal 19-66 are : National 
Health Agencies — American Cancer Society, American Heart 
Association, Arthritis Foundation, Muscular Dystrophy As- 
sociations of America, National Association for Mental Health, 
National Association for Retarded Children, National Cystic 
Fibrosis Research Foundation, National Foundation-March 
of Dimes, National Multiple Sclerosis Society, National Soci- 
ety for Crippled Children and Adults, National Society for 
the Prevention of Blindness, and United Cerebral Palsy As- 
sociations. International Service Agencies — American- 
Korean Foundation, CARE, Inc., Project HOPE, and Radio 
Free Europe. 
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thorized to have a separate campaign in local Federal 
offices or installations during the fiscal year involved. 6 

V. ORGANIZING THE LOCAL CAMPAIGN 

Immediately upon receipt of this plan, the local 
Federal coordinating group should designate a CFC 
Committee from among its principal members to give 
top policy leadership and direction to the planning and 
conduct of the combined campaign. Any of the au- 
thorities assigned to the group in this plan may be 
redelegated to the CFC Committee. 

Employee representatives should be appointed to the 
CFC Committee, where possible from among the prin- 
cipal employee organizations recognized in local Fed- 
eral installations, so as to insure employee participation 
in the planning and conduct of the campaign. 

The chairman of the OFC Committee should initiate 
action promptly to organize and plan for the local 
combined campaign. Immediate action steps suggested 
are as follows : 

1. Meet with the principal representatives of the au- 
thorized campaign organizations in the local area, 
i.e. the local united fund or community chest, 
the national health agencies, the international 
service agencies and, in communities where it has 
a separate Federal campaign, the Red Cross. 
Attempt to enlist their cooperation in the com- 
bined campaign. Furnish copies of the CFC plan 
and the Federal Fund-Raising Manual as needed. 

2. Establish a local joint work group of Federal and 
voluntary agency representatives. Its purpose 
is to assemble necessary information and data, 
plan the detailed arrangements, identify and at- 
tempt to resolve any policy issues, and prepare the 
campaign materials. The work group should have 
a Federal chairman, other management and em- 
ployee representatives as deemed advisable, and 
a designated representative from each of the 
authorized campaign organizations. If partici- 
pation by the local united fund (community 
chest and Red Cross at some locations) is de- 
layed because of the need to obtain formal 
authorization from its board of directors, re- 
quest designation of a representative on a tenta- 
tive basis so that preliminary planning can get 
underway in the meantime. 

3. Insure that the joint work group’s planning and 
materials preparation is scheduled and moves 
ahead rapidly and that detailed arrangements are 
approved and issues resolved on a timely basis 
by the Federal coordinating group. 

VI. ESTABLISHING LOCAL CFC ARRANGEMENTS 

Note. The arrangements outlined m this part conr 

stitute basic ground rules for the Combined Federal 

Campaign. Local Federal coordinating groups are 

6 Except in the case of an emergency or disaster appeal for 
which specific prior approval has been granted by the Chair- 
man of the Civil Service Commission. (See Manual, section 
3 . 52 .) 


not authorized to vary from these rules except to the 

extent that local variations are expressly provided for. 

The local joint work group should proceed promptly 
to work out and recommend to the Federal coordinat- 
ing group the detailed arrangements for the campaign, 
covering the items listed below. 

A. Campaign name 

The name will be the COMBINED FEDERAL 
CAMPAIGN. The title should include the year for 
which contributions are solicited and identification 
of the locality, as for example: 1960 SAN ANTONIO 
AREA COMBINED FEDERAL CAMPAIGN. 

B. Campaign period 

This may be any ]>eriod not in excess of six weeks 
between September 1 and November 30, 1965. Since 
the Federal fund-raising program is on a fiscal year 
basis, the national agency campaigns to be combined 
in CFC are those which normally would have been 
held in the local area in fiscal 1966. There is no change 
in the timing of the 1966 national agency campaigns 
outside the local CFC area. 

C. Campaign area 

The exact geographic area to be covered by the com- 
bined campaign will be determined locally, taking into 
account past practice and the feasible scope for a 
single, coordinated campaign. Generally this will be 
the area that has been used in previous years for a 
coordinated campaign on behalf of the local united 
fund or chest. At some locations more than one united 
fund or chest may be involved. Clear demarcation of 
the campaign area is necessary, among other reasons 
in order that the 1960 national agency campaigns out- 
side the CFC areas can be conducted without overlap 
or confusion. 

D. Post contributions data 

Each of the authorized campaign organizations 
should report its total dollar receipts in the last 3 
years from Federal military and civilian personnel in 
the campaign area established in C above. For a fiscal 
1966 combined campaign, this refers to contributions 
in on-the-job campaigns held in fiscal years 1963, 1964, 
and 1965. Compile a separate 3-year total for the 
united fund or chest, the national health agencies 
(FSCNHA), the international service agencies 
(FSJC) and, if it has an independent local Federal 
campaign, the Red Cross. The ratio of these 3-year 
totals is the base for setting the ratio for division of 
undesignated funds in the combined campaign, 

E. Ratio for division of undesignated funds 

Undesignated funds are the dollars donated or 
pledged in the combined campaign that are not desig- 
nated to particular beneficiary agencies. The percent- 
age distribution of undesignated funds among the 
authorized campaign organizations will be predeter- 
mined on a basis which gives effect to the past giving 
experience by Federal contributors in the local cam- 
paign area. A 3-year experience period is used so as 
to avoid severe fluctuations due to special factors af- 
fecting contributions In any one year. 
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The ratio of the total contributions received by each 
group in their local Federal campaigns during the 
latest three-year period will be the basic ratio for divi- 
sion of undesignated funds. The local joint work group 
may recommend adjustments in this base as needed 
to accommodate to : ( 1 ) inability to compile accurate 
data on past contributions in the local campaign area, 
(2) shifts of member agencies from one group to an- 
other, (3) a Red Cross emergency or disaster appeal, 
and (4) any other major circumstance which any of 
the groups believes should be considered in setting the 
final ratio. If the campaign organizations cannot agree 
on the final percentage ratio after a reasonable time for 
negotiation, the matters at issue will be referred with 
the recommendations of each organization to the Fed- 
eral coordinating group for final decision. 

F. Contributor designations 

The contributor’s information leaflet will identify the 
participating campaign groups and list their member 
agencies with a brief statement describing each agen- 
cy’s program. The leaflet will tell the contributor 
the predetermined ratio by which undesignated funds 
will be divided among the groups and of his right to 
designate gifts to individual agencies. Several lines 
will be provided on the pledge form where he may write 
in such designated gifts. 

The right to designate will be plainly stated in the 
contributor’s leaflet, but designations will be neither 
encouraged nor discouraged by keymen solicitors or in 
campaign publicity materials and speeches. 

The CFC central accounting point will tabulate all 
contributor designations and allocate them to the ap- 
propriate campaign group, identified as to agency re- 
cipient. These amounts will be separate and in addi- 
tion to each group’s share of undesignated funds 
allocated on the basis of the predetermined ratio. 

These arrangements are based upon experience in 
the 1964 experimental campaigns. They preserve the 
right of the contributor to make meaningful designa- 
tions to agencies in which he has a special interest 
while avoiding a widespread fragmentation of gifts 
which can cause excessive accounting time and expense. 

G. Dollar goals 

A dollar goal for the overall combined campaign is 
recommended. Generally, it provides a focus for group 
spirit and unity of purpose that contributes materially 
to success. By apportioning the goal equitably among 
the Federal offices and installations, each agency shares 
responsibility in the team effort and has a mark to 
gauge its accomplishment. 

In developing the proposed goal, the local work group 
should take into account past giving experience in local 
Federal campaigns, the needs and reasonable expecta- 
tions of the voluntary agencies in the current campaign 
situation, and the probability of a substantial increase 
in the level of giving due to the single campaign and 
payroll payment plan. The objective should be to set 
a goal that is attainable and which can be exceeded in 
an enthusiastic and purposeful campaign. 

Dollar goals are not required. An alternative ap- 
proach, used successfully in the 1964 Chicago experi- 


ment, is to rely on Fair-Share Giving as the principal 
incentive. The Chicago “goal” was 75 percent partici- 
pation at the fair-share level. 

II. Fair-share guides and voluntary giving 

Suggested fair-share giving guides for the individual 
contributor should be constructed locally. The guide 
may be shown in the contributor’s leaflet or on the 
pledge form. It will be accompanied by a statement 
that the guide is provided because employees often ask 
for one but that the decision to give and the amount is 
up to each employee. 7 In this connection, Federal 
agencies are not authorized to furnish employees an 
individual fair-share guide based upon the employee’s 
specific pay or grade ; a guide in this form is compa- 
rable to an individual quota or assessment which is 
prohibited by the Manual. 7 The contributor’s leaflet 
or the pledge form will also include the express state- 
ment that the employee has the privilege of making 
his gift confidentially through the use of a sealed en- 
velope which will be delivered without opening to the 
voluntary agencies. 8 

In the contributor’s leaflet and other campaign pub- 
licity it will be desirable to emphasize the concept of 
the single annual campaign, referring to the fact that 
the contributor’s pledge is to cover what he would have 
given in the three (or four) separate campaigns usu- 
ally held and to point out that the privilege of extended 
payment through payroll withholding makes it possible 
for him to cover a full year’s commitments at one time. 

The suggested amounts of fair-share gifts should of 
course be structured in relation to the contributor’s 
ability to give and the scale should be in reasonable 
relation to the campaign goal and the guides used in 
local private employment. Since payroll withholding 
is new, the guide should show the amount of periodic 
payroll deduction suggested as appropriate for various 
pay levels. This may be combined with or supple- 
mented by guides for cash giving or direct-payment 
pledges. These are usually represented in terms of 
percent of annual income, number of hours’ pay, or in 
tabular form showing suggested size of gift in relation 
to various income levels. For illustration, see the fair- 
share guide in Attachment A, which was used in the 
1964 experiments at Dover, Macon and Washington. 
The scale in this guide was constructed around an 
approximate $6,000 Federal civilian salary average and 
an average $26 fair-share contribution. 

I. Central receipt and accounting for contributions 

The authorized campaign organizations should ar- 
range, by mutual agreement, for a central receipt and 
accounting point in the local area for CFC contribu- 
tions. This is essential in order to avoid the need for 
multiple pledge and report forms, which would greatly 
complicate on-the-job solicitation procedures, and to 
provide a central point for receipt of periodic remit- 
tances from Federal payroll offices during the ensuing 
year. Central receipt and accounting can be arranged 
as a joint operating activity of the campaign organiza- 
tions; one of them can act as agent for all with a 


7 See Manual, section 5.5. 

8 See Manual, section 5.6. 
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sharing of expenses; or they may be able to obtain 
volunteer services from a local bank. 

The central accounting point will tabulate contribu- 
tions according to the designations on pledge forms and 
the predetermined ratio for division of undesignated 
funds, furnishing each campaign organization with 
appropriate detail regarding designations to member 
agencies. The final audited totals of designated and 
undesignated contributions to each campaign organi- 
zation will constitute the ratio for distribution of 
receipts by the central accounting point. The cam- 
paign organizations will be responsible for distribution 
internally to member agencies in accordance with or- 
ganization agreements. 

The cost of central receipt and accounting (and 
other identifiable expenses such as for the printing of 
campaign and publicity materials) will be shared by 
the campaign organizations under any arrangement 
that is mutually acceptable to them. To avoid subse- 
quent misunderstandings, they should reach a firm 
agreement in advance of the campaign specifying the 
nature of the expenses to be shared, the method of 
distribution and the time of billing. Generally, in 
the 1964 experiments the campaign organizations found 
it satisfactory to share expenses in the same ratio as 
their total receipts of designated and undesignated 
contributions. Central accounting and expense-shar- 
ing agreements are the responsibility of the campaign 
organizations, and the Government will not enter into 
their administration. 

J. Pledge collection 

The use of voluntary payroll withholding is author- 
ized for military and civilian personnel at CFC loca- 
tions in addition to the usual methods of cash contribu- 
tion or direct payment of pledges. It is discretionary 
in the local area whether to provide for direct payment 
of pledges. However, a system providing only the 
alternative of cash or payroll deductions may tend to 
limit contributions from (1) low-paid employees who 
cannot afford the 50-cent minimum payroll allotment 
and (2) employees who contribute through confidential 
pledge. Keyman collection of installment pledges is 
not authorized in view of the availability of the payroll 
payment system. 

K. Campaign and publicity materials 

Campaign and publicity materials will be developed 
in the local area and will be printed and supplied by 
the campaign organizations. Although the type of ma- 
terials needed are fairly standard in fund-raising cam- 
paigns, the variation from one location to another in 
size and composition of the campaign organizations 
and in the detailed policy and operating arrangements 
makes it impractical to produce materials nationally. 

A single Contributor’s Information Leaflet, a Pledge 
Form and a Payroll Withholding Authorization are to 
be distributed by keymen to each potential contributor. 
The objective should be to provide a simple and attrac- 
tive package which has fund-raising appeal and essen- 
tial working information. Treatment should focus on 
the combined campaign and homogeneous appeal with- 
out undue use of organization symbols or other dis- 


tractions that compare for the contributor’s attention. 
Extraneous instructions regarding the routing of forms, 
tallying contributions, etc. which are primarily for 
keymen should be avoided. The leaflet, the pledge 
and the payroll authorization may be combined into a 
single pic^e or two pieces, perforated or hinged for 
separation, if this is deemed desirable. 

Generally, the layout and text of campaign and 
publicity materials are for local determination. Lay- 
outs for a contributor’s leaflet and a pledge form, 
drafted in connection with the National Capital Area 
campaign, will be furnished to local Federal coordi- 
nating groups by June 1 as sample material to facili- 
tate local development Certain items are prescribed, 
as follows : 

1. Contributor's leaflet. This will be the only in- 
formational hand-out to individual contributors. 
It will describe the new CFC arrangement and 
payroll deduction privilege, the participating cam- 
paign organizations, the provisions for designa- 
tions and division of undesignated funds, etc. It 
will list each member agency of the campaign 
organizations with a brief statement of its pro- 
gram. While length may vary, a factual state- 
ment of about 25 words should be adequate for 
each agency. 

Some sample text items regarding CFC are in- 
cluded in Attachment A for illustration. 

2. Pledge form. This working form will go when 
completed to the central receipt and accounting 
point for the local campaign. Its format will 
include three or more blank lines for write-in 
designations. 

3. Payroll withholding authorization. This working 
form will go when completed to the contributor’s 
payroll office. There are some 1,400 separate pay- 
roll offices serving Federal personnel. Many of 
the departments and agencies payroll on a national 
or area basis and will be receiving withholding 
authorizations from a number of local combined 
campaigns. Accordingly, the authorization must 
be in standard format and bear adequate iden- 
tification of the local campaign. 

The name and mailing address of the local CFC 
central receipt and accounting point will be 
printed in the upper right corner of the form. 
The name should be the same as that for the 
campaign, including the year, as for example, 
1966 SAN ANTONIO AREA COMBINED FED- 
ERAL CAMPAIGN. The year is needed in order 
for the receipt point to distinguish between the 
last payroll remittances for one year and the first 
remittances for the next. The address may in- 
clude “care of” identification if this is essential 
for mail deliv€*ry. The box headed “IDENTI- 
FICATION NO.” will be used for contributor’s 
social security number, except in the case of agen- 
cies which have a separate payroll identification 
numbering system and in the military services. 

The standard format and text for payroll with- 
holding authorizations is shown in Attachment B. 
Generally it should be printed in sheet form. If 
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there are large Federal installations payrolling 
locally with ADP equipment they may prepare 
prepunched cards with the standard text. Both 
the sheet form and punched card form are illus- 
trated in the attachment. 

Other campaign materials which may be needed, de- 
pending upon the size of the operation and local custom 
include : 

1. Chairmen’s Guide. — For use of campaign chair- 
men in individual Federal installations. 

2. Keyman’s Guide. — Instructions for keymen about 
CFC arrangements, solicitation methods and for- 
warding procedures. 

3. Keyman’s Report Envelope. — With tally sheets 
(which may be printed on the envelope) on which 
the keyman will list the names of contributors or 
the number of confidential envelopes enclosed. 

4. Miscellaneous Campaign Items. — Contributor’s 
Receipt, “We Gave” Window Sticker, Posters, 
Progress Charts, Awards, etc. 

5. Publicity Items. — News stories and fillers for the 
local press and house organs, all-employee letters, 
speeches for campaign leaders, division chairmen, 
etc. 

VII. PAYROLL WITHHOLDING 

The following policies and procedures are expected 
to be approved for payroll withholding operations. 
When all clearances are completed, final instructions 
will be issued through agency financial management 
channels. The service fee will be uniform in all de- 
partments and agencies and is expected to be approxi- 
mately 2 cents per deduction. Explanatory notes are 
shown in parentheses. 

A. Applicability. Voluntary payroll allotments will 
be authorized by all departments and agencies for pay- 
ment of charitable contributions to local combined 
Federal campaign organizations. 

B. Allotters. The allotment privilege will be made 
available to Federal personnel as follows: 

1. Employees whose net pay regularly is sufficient 
to cover the allotment, excluding those serving 
under appointments limited to one year or .less. 
(Includes part-time and substitute employees who 
are regularly employed. Temporaries are ex- 
cluded because the extended payment plan of pay- 
roll withholding is appropriate only for contrib- 
utors who are expected to continue in employ- 
ment through the calendar year for which contri- 
butions are pledged.) 

2. Members of the Armed Forces, excluding those on 
only short-term assignment in the area. (The 
Department of Defense will modify its military 
pay allotment regulations to authorize allotments 
for charitable contributions by service members.) 

C. Authorisation. 

1. Allotments will be wholly voluntary and will be 
based upon contributors’ individual written authoriza- 
tions. 

2. Authorization forms in standard format will be 
printed by the combined campaign organization at each 
location and will be distributed to employees along 


with other campaign materials at the time charitable 
contributions are solicited. 

3. Completed authorization forms should be trans- 
mitted to the payroll offices as promptly as possible but 
not later than December 15. 

D. Duration. Authorizations will be in the form of 
a term allotment for one full year — 26, 24 or 12 pay 
periods depending upon allotter's pay schedule — start- 
ing with the first period beginning in January and 
ending with the last pay period which begins in De- 
cember. (The standardization of beginning and ending 
dates, except for individual discontinuances, is intended 
to simplify payroll operations and minimize costs.) 

E. Amount. 

1. Allotters will make a single allotment of an equal 
amount to be deducted each pay period during the 
year. 

2. The minimum amount will be 50 cents biweekly 
or semimonthly, $1.00 monthly, with no restriction on 
size of increment above the minimum. 

3. No change of amount will be authorized during 
the term of an allotment. 

4. No deduction will be made for any period in which 
allotter’s net pay after all legal and previously au- 
thorized deductions is insufficient to cover the allot- 
ment ; no adjustment will be made in subsequent peri- 
ods to make up for deductions missed. 

(These conditions are for the purpose of simplicity 
and economy in payroll operations. The 50-cent mini- 
mum is essential in order to keep administrative ex- 
pense in reasonable relation to the amount of con- 
tributions. ) 

F. Remittance. 

1. One check will be sent by the payroll office each 
pay period, in the gross amount of deductions made on 
the basis of current authorizations, less service fees 
withheld, to the combined campaign organization at 
each location for which the payroll office has received 
allotment authorizations. 

2. The check will be accompanied by a statement 
of the number of employee deductions included and 
the total amount of the service charge withheld. There 
will be no listing of allotters included or allotter dis- 
continuances. '(No listings of individual allotters will 
be needed with remittances. Since these allotments 
are voluntary contributions which may be discontinued 
at will arid are not otherwise collectible there would 
be no value, commensurate with the expense, in the 
campaign organizations’ maintaining individual ac- 
counts on pledges serviced by a payroll allotment. The 
combined campaign organization will distribute pay- 
roll remittances among the participating campaign 
groups, and internal distribution will be made to mem- 
ber agencies within the groups, in accordance with 
proportions established on the basis of employee pledges 
as totaled at the close of the campaign.) 

G. Discontinuance. 

1. Allotments will be discontinued automatically : 

(a) On expiration of the one-year withholding 
period, 
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(b) On death, retirement, or separation of allotter 
from the Federal service. 

2. Allotter may revoke his authorization at any time 
by request in writing to the payroll office. Discontinu- 
ance will be effective the first pay period beginning 
after receipt of written revocation in the payroll office. 

3. A discontinued allotment will not be reinstated. 

H. Transfer. When an allotter moves to an organi- 
zational unit served by a different payroll office, 
whether in the same or a different department or 
agency, his allotment authorization will be transferred 
to the new payroll office, unless expressly revoked by 
the individual. If there is a delay in receiving the 
transferred authorization in the new payroll office, 
allotter should be permitted to complete a new authori- 
zation for the remainder of the one-year withholding 
period, which will be considered as superseding and re- 
voking his previous authorization. 

I. Accounting. Establishment of individual allot- 
ment accounts, deductions each pay period, reconcilia- 
tion of employee accounts, and deposit of service fees 
withheld will be in accordance with agency and Gen- 
eral Accounting Office requirements. 

(The simplified system provided in F. Remittance 
is intended to minimize paperwork and to eliminate 
the need for any accounting reconciliations between 
payroll office and campaign organizations. The payroll 
office accepts responsibility for the accuracy of re- 
mittances, as supported by current allotment authori- 
zations and internal accounting and auditing require- 
ments. The campaign organizations or their designated 
agents accept responsibility for the accuracy of dis- 
tribution of remittances among the campaign groups, 
based upon employee pledges and arrangements for 
independent audit agreed upon by the participating 
campaign groups.) 

VIII. ORIENTATION, TRAINING AND PUBLICITY 
ARRANGEMENTS 

The Combined Federal Campaign involves so many 
new features that a formal plan should be developed 
by the local joint work group to cover the orientation 
of management and employee organization officials, 
training of keymen, and publicity to employees and 
servicemen. 

It is expected that all Federal officials will assist 
campaign leaders by conducting an enthusiastic and 
purposeful solicitation in their installations in order to 
develop maximum group interest and response. In 
orientation programs, however, care should be taken to 
make clear that Manual policies and procedures are 
to be maintained intact as they apply to prohibition 
against individual employee quotas, assessments, or any 
other form of coercive action, and to the employee’s 
right of privacy as to the amount of his gift and his 
privilege to contribute through use of a confidential 
envelope. 


Since employees and servicemen may have difficulty 
with the new pledge and payroll withholding arrange- 
ments it is essential that keymen be trained effectively 
on the new procedures and be equipped to answer any 
questions or problem the contributors may have in this 
respect as well as questions of a substantive nature 
regarding the programs of the voluntary agencies. 

Employees and servicemen should be told the back- 
ground and purpose of the combined campaign arrange- 
ments, including the use of installment payment 
through payroll withholding. Special stress should 
be placed on giving enough on a once-a-year basis to 
provide a fair amount of support for all authorized 
campaign organizations. 

IX. NATIONAL COORDINATION AND REPORTING 

The Assistant to the Chairman, U.S. Civil Service 
Commission, is responsible at the national level for 
advice to local Federal coordinating groups regarding 
CFC arrangements. Direct communication by mail 
and telephone is recommended. 

Manual Appendix B lists the locations of Field Co- 
ordinating Groups. If there are Fund-Raising Pro- 
gram Coordinating Committees at locations not listed 
they should promptly notify the Assistant to the Chair- 
man so they can be added to the mailing list for 
receipt of any supplementary information or instruc- 
tions issued. 

All chairmen of Field Coordinating Groups are re- 
quested to furnish reports to the Assistant to the 
Chairman, as follows : 

1. Before July I.— -a report that CFC is being under- 
taken locally next fall, or a statement of the reasons 
why it has been determined to be impractical. Fur- 
nish information and data as follows : 

(a) CFC campaign area. 

(b) Estimated number Federal personnel to be so- 
licited, separate for civilian and military. 

(c) Receipts in past fiscal year by each campaign 
organization from Federal personnel in CFC 
area. 

(d) Ratio for division of undesignated funds. 

2. Before January i.— a report of campaign results, 
as follows : 

(a) Basic data. — Number solicited, Number contrib- 
utors, Total receipts, Per capita gift. 

(b) Payroll deductions. — Number authorizing, Total 
pledged. 

(c) Designations. — Summary totals, by campaign 
organization. 

(d) Final distribution ratio for division of desig- 
nated and un designated receipts. 

(e) Narrative summary evaluation of CFC arrange- 
ment based upon campaign experience. 

***** 
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SAMPLE TEXT ITEMS 


WHAT IS THE COMBINED FEDERAL CAM- 
PAIGN? It’s a one-time solicitation for voluntary 
health and welfare agencies. The (name of local 
united fund) and the National Health and Interna- 
tional Service Agencies which normally would solicit 
next spring are cooperating locally in a single cam- 
paign for Federal personnel. This will be the only 
fund-raising drive for voluntary agencies this year. 

HOW DID IT COME ABOUT? Many employees 
have asked for a single charity drive. It can save a 
great amount of time and expense for the Government 
and the voluntary agencies. One drive makes it prac- 
tical, too, to have a payroll payment plan. The com- 
bined Federal Campaign has the full endorsement of 
the heads of executive departments and agencies and 
the presidents of major employee organizations. 

WHY PAYROLL PAYMENT? Employees and serv- 
icemen want to contribute their fair share. Payroll 
payment helps you to do this because you spread your 
gift in small installments over a full 12 months. What 
you give does not depend upon how much cash you 
have on hand at the time you are solicited. Remember, 
your one-time pledge covers all charitable contribu- 
tions on the job this year. 

The payroll payment plan is available to all civilian 
employees, except those with a temporary appointment 
of less than one year, and to members of the Armed 
Forces who are assigned in this area. Its use is op- 
tional and voluntary with the contributor, under the 
ground rules which the Government has set to keep 
down payroll withholding costs : 

1. Minimum allotment per payday is 50tf if you are 
paid every two weeks or twice a month, or $1 if 
paid monthly. Above these minlmums, allotment 
may be in any amount. 

2. Withholding in the amount authorized will be for 
a full year beginning with the first pay period in 
January 1966. You may discontinue the allot- 
ment at an earlier date upon written request to 
the payroll office, but you cannot change the 
amount or begin payroll payment again in 1966. 

HOW ARE PLEDGES DIVIDED AMONG THE 
CAMPAIGN ORGANIZATIONS? A proportionate 
amount for each of the campaign organizations has 
been worked out on the basis of their past receipts 
from Federal personnel in this area, as shown below. 
If you want to designate a special amount for any of 
the agencies participating in these organizations, write 
the name and amount in the space provided on the 
pledge form and your designation will be honored. 


Percent 

(Name of local united fund) 

National health agencies 

International service agencies 

Total 100 

SUGGESTED SCALE OF GIVING. Everyone wants 
to help his fellowman, but the question is frequently 
asked “What’s my share?” Of course, there’s no single 
answer. The Guide below suggests what a fair share 
of the campaign goal would be for those at various in- 
come levels. It is not to be regarded as a quota or an 
assessment on any individual. The decision to give 
and the amount is up to you. 

Be as generous as you can. 


Fair share giving guide 


Annual income 

Suggested 

annual 

contribution 

Suggested 
biweekly 1 
allotment 

Up to 



$4,000 

$5-13. 00 

$0. 50 

5,000 

19. 50 

.75 

6,000 

26.00 

1. 00 

7,000 

32. 50 

1. 25 

8,000 

39.00 

1. 50 

9,000 

45. 50 

1. 75 

10,000 

52. 00 

2. 00 

11,000 

58. 50 

2. 25 

12,000 

65. 00 

2. 50 

13,000 

78.00 

3. 00 

14,000. 

91. 00 

3. 50 

15,000 

104. 00 

4. 00 

16,000 

117. 00 

4.50 

17,000 

130. 00 

5. 00 

18,000 and over 




1 Twice this if payday is monthly. 
3 Proportionately higher. 


Make checks payable to “Combined Federal Cam- 
paign.” 

Contributions are tax deductible. 

Contributors who use direct payment have the op- 
tion of making a confidential gift through the use of a 
sealed envelope which will be delivered without open- 
ing to Combined Federal Campaign Headquarters. 
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PAYROLL WITHHOLDING AUTHORIZATION FOR 

VOLUNTARY CHARITABLE CONTRIBUTIONS 

1966 NATIONAL CAPITAL AREA 

COMBINED FEDERAL CAMPAIGN 

P.O. Box 1526 

Washington, D.C. 20013 

NAME (First Name) (Initial) (Last Name) 

IDENTIFICATION NO. ~ 

AGENCY 

BUREAU OR OFFICE 

LOCATION 

FILL IN BLANK BOX OR CHECK BOX SHOWING THE AMOUNT OF YOUR ALLOTMENT 

Minimum amount for use of payroll withholding is 50e each pay day 
if paid every two weeks or twice monthly; $1.00 if paid monthly. 

$ $5.06 

| | | $4. 00 $3. 00 

$2.00 $1.00 $0.75 $0.50 

I hereby authorize the above-named agency or any other agency of the 

U.S. Government by which I may be employed during 1966 to deduct 
the amount shown above from my pay each pay period during calendar 
year 1966, starting with the first period beginning in January 1966 and 
ending with the last pay period which begins in December, provided that 
the amounts so deducted shall be remitted to the Combined Federal 

Campaign shown above. I understand that this authorization may be 
revoked by me in writing at any time before it expires. 

TO FEDERAL PAYROLL OFFICES—If the con- 
tributor moves to the jurisdiction of another payroll 
office before 1967, this authorization should be 
forwarded. 

Contributor s 

Signature _ _ _ __ 

Date _ __ 

Format approved by Comptroller 

General, U. S. 7-23-64 



IDENTIFICATION NO. 

NAME 

form n 

1 

2 


3 


INSTALLATION OR AGENCY 



002108 

1966 SAN ANTONIO AREA 

COMBINED FEDERAL CAMPAIGN 
(Address) 


PAYROLL WITHHOLDING AUTHORIZATION FOR VOLUNTARY CHARITABLE CONTRIBUTIONS 


FILL IN BLANK 


MINIMUM AMOUNT FOR USE OF PAYROLL WITHHOLDING IS 500 EACH PAY DAY IF PAID 
EVERY TWO WEEKS OR TWICE MONTHLY, $1.00 IF PAID MONTHLY 


BOX OR CHECK 
BOX SHOWING 
THE AMOUNT 
OF YOUR 
ALLOTMENT 


0 



I hereby authorize the above-named agency or any other agency of the U.S. Government by which I may be employed 
during I960 to deduct the amount shown above from my pay each pay period during calendar year 1966, starting with 
the first period beginning in January 1966 and ending with the last pay period which begins m December, provided 
that the amounts so deducted shall be remitted to the combined Federal campaign shown above. I understand that 
this authorization may be revoked by me in writing at any time before St expires. 


TO FEDERAL PAYROLL OFFICES— If the 
contributor moves to the jurisdiction of another 
payroll office before 1967, this authorization 
should be forwarded. 


DATE CONTRIBUTOR'S SIGNATURE 

Format approved by Comptroller General, U.S. 7-23-64 
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COMPTROLLER GENERAL OF THE UNITED STATES 

WASHINGTON 2S y'~ j 


JUL 29 1954 


Tt i® Honorable 
lb® Attorney General 

Boar Ur, Attorney General* 

. , «•*«*«*• i® ®Hie to your letter of April 16 , 1 9$h, relative 

to t ha collection by Federal esr^loyees of £xmd$ for charitable 
purposes and grattp hospitalisation payments* 


^ ou P°^ n ^ out, it is recognised that a large number of 
Federal e-ploy e os are participants in group hospitalization plans 
for which tne collection of monthly payments on a aponp basis 
results in a financial caving to the particiimting'emplorees, and 
that v sere ara also a number of r/orth y charities with which the 
various Government agencies have cooperated in fund- raising campaign; 

lot* request advice as to whether the services of Federal 
employees nay be utilised during official working hour* for the 
following purposes* 

"a. The collection of funds for a consolidated charity drive 
whereby funds are solicited at one time for all the various chari- 
table campaign* throughout the year, 

. T y collection of funds for individual charitable campaign* 
throughout the year* * 


fro. foiLor^o^r ° f ^ *"***«*- ~*u& IWH 

nine no decision of this office, or of the courts, dealing 
precisely'' with the propriety of Federal employees making any of” 
the above-acscribed collections has teen found, the ac counting 
of x icers have had occasion to consider various other situations 
involving the exercise of administrative discretion with resoect 
to the performance of or excuse frees duty of ennlrovces, in a deci- 
sion dated September 20, liftj, 2 Comp* Dec. 1?3/ the method of 
employment of & aepartT.ent’e employees was held to rest wholly, 
within the executive discretion of the head of the department. ' 

See, also, 21 Comp. Dec*. 203,/jctober 8, l?lis,. More recently. 
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v-umo 


this Office has recognized the discretion of .an administrative 
agency to excuse per annum employees from the performance of. duty 
without a charge to annual _ leavjp'in certain cases of emergency 
conditions* 28 Comp. Gen. 111;. 32 id. IS?./ AI 30 , this Gffico 
has not questioned the authority of administrative agencies to 
permit an employee to be excused from work -without charge for 
leave /for the purpose of making a blood donation. 30 Comp. Gen. 
> 21 ./ 

It is understood that ono or more of tho collections in question 
her© are mad© in most if not all of the agencies of the Government 
by employees during working hours. So far as is known to this 
Office, these collections involve only a relatively small part of 
tho time of a few employees and nay not bo said to constitute an 
abuse of administrative discretion. Accordingly, if you decide 
to permit employees in your Department to make any of tha collec- 
t ions in Question here during working hours, th is Office would 
not question such practice, assuming of course that such employees 
are not hired specifically for, or do not devote substantial periods 
of time, to, that purpose . 

Consideration of tho last two questions presented in your 
letter does not appear to bo required in view of the foregoing. 

Sincerely yours, 

FRANK H. WEITZEL 


Acting Comptroller General 
of the United States 
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